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You'll be pleased at how much easier 
it is! Yes, typing on the IBM. ts a jor 
. it actually takes up to 95.46 less 
finger-eflort than a manual! And no 
matter what touch vou use, every let- 
ter is clear, sharp, and uniform 
turning out distinguished letters 
vou ll be proud to present to vour 


boss for his signature ! 


For faster, more economical typing, your boss is sure to go electric—make sure he goes IBM! 


Your boss will be pleased at the in- 
creased office efficiency! The IBM 
blectric turns out more typing in less 
time with less effort. Naturally this 
means vou're more efhcient ... and 
your boss will be pleased at the lower 
typing costs! And IBM. is the simplest 
electric in design and operation —the 


most dep ndable in performance! 











New DICTATION DISC SETS — specializing in the 


BRIEF FORMS AND PHRASES 
and the 


500 COMMONEST WORDS 














Special Set No. 38 com- 
prises 31 different business letters 
containing 2,442 repetitions of the 
brief forms and 572 repetitions of the 
phrases, dictated in speeds of 60, 70, 
80 and 90 wpm. EACH OF THE FOUR 
RECORDS CONTAINS EVERY BRIEF 
FORM. 





Special Set No. 39 contains more 
than 2,000 repetitions of the 500 
commonest words dictated into 31 
different letters, also in speeds of 
60, 70, 80 and 90 wpm. 


15 Minutes Dicta- 
tion On Each 45 
RPM Record! 


Dictation Disc 
Records Available 
In All Speeds! 


The immense value of these two special vocabulary sets cannot be 
stressed too strongly. Teachers and experts readily agree on the im- 
portance of the brief forms and phrases as a necessary fundamental 
to speed building. These words must be learned if you wish to become 
a really good shorthand writer. They occur so frequently in business 
letters that learning to write them proficiently never fails to increase 
your speed. What better way is there to automatize these most important 
shorthand words than through the intense repetition practice that is 
offered by Dictation Discs? 

[hese two special sets, No. 38 & No. 39, were prepared for Dicta- 
tion Disc by Dr. A. E. Klein, Associate Professor of Secretarial Studies, 
College of the City of New York. 


Look What These Experts 
Say About This 
Wonderful New System 


“No student in search of shorthand speed 
can aftord to be without brief form and 
phrase set No. 38. These records contain 
the most valuable dictation material I have 


ever seen.’ PAUL SIMONE, Instructor, Columbia University 
Author of ‘A Stroke in Time’’ 


“The key to shorthand speed is regular dic- 
tation practice, and your records provide the 
student secretary with a rich supplement to 
such a program. The very precise and clear 
manner in which they are dictated makes ; 
easier the climb to greater shorthand speed.” yong handy manage baie -yyccomlimte scat ge 


WILLIAM COHEN, World’s Shorthand Champion Regardless of how fast (or slow) you now write shorthand there sa 
(280 wpm for 5 minutes) Dictation Disc just for you. Check below the ones you want. Send no 
je = . a: ie money... just the coupon. On arrival pay price indicated plus COD and 
’ estimatio > Dict sc Sys- ;: 
In wy estimatic n the I act ition Disc Sys handling charges. Or, enclose cash, check or money order now and we 
tem of developing speed is the best I have will ship your records postpaid. Either way—this method MUST do 
” . . . . 
ever seen. everything we say it will or you may return the records in 10 days for 
THOMAS COLE, Chairman, Committee on Professional Education full refund. Mail the coupon now. 
N. Y. State Shorthand Reporters 


“ . . 170 Broadway, ee: 
sapTh0ss KEYS HOW AV. Dictation Misc Ca New York 38, = Y. ae 


TRANSCRIPTION KEYS NOW AVAILABLE a 


T MCTATION DISC COMPANY | __ ORDER COMPLETE SETS AND SAVE UPTO 18% | 78 R.P.M. $2.00 00 


DICTATION DISC COMPANY ORDER COMPLETE SETS AND SAVE UP TO 18% 78 R.P.M. $2.00 ea. 
170 Broadway, Dept. TS-10 
New York 38, N. Y. 





More Shorthand Speed Means More Money For You! 
Thousands have used this effective method and increased their speed 
as much as 50%. Big pay raises come automatically with higher short- 
hand speeds. Read what the experts say about this new way to improve 
your skill. Start right now to build your shorthand speed by putting this 
remarkable system to work for you. 











Set No. 61-78 rpm 


45 R.P.M. $1.75 each 3 records—$2.00 ea. 


Please send me the records indicated. 
On arrival I will pay price indicated 
plus COD and handling charges. I 
must be delighted or may return rec- 
ord(s) in 10 days for full refund. 


Set No. 38-45 rpm 
4 records—$1.75 ea. 
. 91. 60 Brief 
.92.70 form & 
. 93. 80 phrase 
. 94. 90 letters 


() Complete Set—$5.75 


Set No. 39-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set No. 41-45 rpm 
4 records—$1.75 ea. 
Business Letters 

No. |. 60 & 70 


. 4. 70 & 80 


() Complete Set—$5.75 


Set No. 42-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set No. 44-45 rpm 
4 records—$1.75 ea. 
Business Letters 


Set No. 47~—45 rpm 
4 records—$1.75 ea. 


C1) No. f. 60 & 70 
C) No. 2. 70 & 80 
(J No. 3. 80 & 90 


C) Complete Set—$5.25 


Set No. 62-78 rpm 
3 records—$2.00 ea. 
0 No. 4. 90 & 100 
C) No. 5. 100 & 110 
C) No. 6. 100 & 110 


*Office Style Dictation 


_) No. 23. * (untimed, with 
) No. 24. corrections. 
() No.25. Interruption 
[),No.26. & insertions). 
(Lj) Complete Set—$5.75 


No. 95. 60 500 No. 5. 80 & 90 
[) No. 96. 70 most [) No. 6. 80 & 90 
No. 97. 80 used } No.'7. 90 & 100 
No. 98. 90 words [) No. 8. 90 & 100 
] Complete Set—$5.75 ] Complete Set—$5.75 


Ui! enclose full payment now, please 33 L.P. $5.00 ea. 
ship records postpaid. Set No. 71-331/, LP 

2 records—$5.00 ea. 
C No. 1. 60, 70, 80, 90 
© No. 2. 70, 80, 90, 100 
(© Complete Set—$8.75 


Set No. 40-45 rpm 
_ = a oes 4 records—$1.75 ea. 4 records—$1.75 ea. 4 records~$1.75 ea. 
Business Letters Business Letters Legal Dictation 


0 No. 41. 40 & 45 1) No. 9. 100 & 110 [) No. 31. 80 & 90 
ADDRESS () No. 42. 45 & 50 () No. 10. 100 & 110 L) Ne. 32. 90 & 100 
ee ea ticle C) No. 43. 50 & 55 () No. 11. 100 & 110 L) No. 33. 100 & 110 
1) No. 44. 55 & 60 CL) No. 12. 110 & 120 () No. 34. 110 & 120 
(J Complete Set—$5.75 (J Complete Set—$5.75 CO Complete Set—$5.75 


—_ 00 Transcription Keys Including Sets 38, 39, 40, 41, 42, 43, 44, 47-Complete Book $1.00 


ANY TWO SETS ONLY $9.95 


Set No. 43-45 rpm Set No. 50-45 rpm 


NAME___ 


Set No. 72-331, LP 
2 records—$5.00 ea. 


0 No. 3. 90, 100, 110, 120 
0 No. 4. 100, 110, 120, 130 
(0 Complete Set—$8.75 
0 Sets 71 & 72—$16.50 


a ZONE ____STATE__ 
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THREE DESKS 

three secretaries all in a row outside 
the office of Ogden Reid. of the 
Herald Tribune. And they all work 


at top speed—-they have to in order 


to keep up with their boss. This 





month we profile one of the girls, Dee 
Shaneyfelt. and we'll be surprised 


if her day doesn’t leave you gasping. 


AUTHOR, AUTHOR... 

Mrs. Lucy Graves Mayo, director 
of the English department at the 
Katharine ¢ 


yibbs school. has two 





new accomplishments to her credit. 
Number one: a brand-new book. 
Communications Handbook For 
Secretaries (published by McGraw- 


Hill) 


four hundred business executives 


for which she consulted over 


and secretaries on the subject of 
communicating ideas to others. 
Number two: a series of three 
articles for this magazine on the 
same subject. In this issue, the 
first, “The Secretary Writes.’ 


ALSO .. 

how and why to “Be A Pioneer” 
how to find your “SEQ Rating” 
how to give yourself a manicure 
that has the professional touch. 
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ASK THE EXPERTS, 6 
PRODUCT POINTS, 11 
NOTES AND QUOTES, 14 


HOW TO: PREPARE MATERIAL FOR THE PRINTER, 


WORD TEASERS, 54 
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LAST PAGE, 64 
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ANSWERS, INC., 2 
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ON THE COVER: new and 


three counts. The silhouette—an 


noteworthy on 


indented chemise. The fabric—long- 
haired mohair and worsted. The 
color—burnt orange. By R & K Originals, 
10-18. {bout $25. 

Dress also comes in red, leaf green, 
electric blue, black. Hat: John 

Frederics “Charmer.” Handbag: 

Vorris Voskowitz. 


in sizes 9-17, 


No. 2 


Volume Ol. 


¥ 


JUNIOR AND SENIOR OGA TESTS, 44 
AND SENIOR OAT TESTS, 45 
46 





SUBSCRIPTIONS: Send subscription corresp 
Subscription Manager, 


possible, 
allow one month for change to become effective. 
Postmaster : 
York 36, N. Y. 





ondence and change of address to 
TODAY'S SECRETARY, 330 
N. Y. Subscribers should notify publication promptly of any change of address, 
giving old as well as new address, and including postal zone number, if any. If 
enclose an address label from a recent 


Please send form 3579 to Today's Secretary, 330 W. 42 St., New 


W. 42 Street, New York 36, 


issue of the magazine. Please 
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Today's secretary becomes a real “‘junior executive” 
with Edison Voicewriter dictation. 


“My Voicewriter helped me become a 


Junior Executive!” 


__ re with an eye to broadening 
their job responsibilities recognize a 
good friend when they see one. That's 
why they’re enthusiastic in their praise 
of Edison Voicewriter dictation. 

When the boss uses a Voicewriter... 
you're freed from the time-consuming, 
laborious—sometimes nervewracking 
chore of taking shorthand notes and 
then transcribing them. You can devote 
that time and energy to the more 
pleasant, and more profitable, junior 
executive tasks that increase both your 
prestige and your income. 

And think of this advantage. When 
you're in a workload jam .. . it’s easy to 


Edison Voicewriter e a product of Thomas A. Edison Industries 


Thomas A. Edison Industries, West Orange, N. J. 


October, 1958 


pass along the Voicewriter Diamond 
Disc to another secretary without the 
problem of her reading someone else's 
shorthand notes. The boss’s voice comes 
through crisp and clear—transcribing is 
quick, easy and accurate! 

Here’s another important thing to 
remember about Voicewriter .. . it’s 
made by Edison. Every Voicewriter user 
enjoys the benefits of Edison’s more 
than 70 years’ experience in the office 
correspondence field. And you can rely 
on today’s ahead-of-the-field Edison 
Voicewriter for outstanding, trouble- 
free performance day in and day out. 


Have we made a new friend? 





In Canada: 32 Front Street W., Toronto, Ontario 





Let us prove there’s 
nothing like Voicewriter dictation ! 
Ask your boss to let you call the Edison 
Business Consultant in your area for a 
Voicewriter tryout so you can both see 
real dictating equipment in action. So 
far superior to the so-called economy 
makes. Yet you both can use a Voice- 
writer on the Edison lease plan for only 
$17.81 a month. For your tryout—or 
for free literature—write Dept. TS-10 
at the address below. 























lf ‘‘Aching Back” Filing 
Has got 


you Down 


you 








OXFORD PENDA 






Oxford Pendaflex is 


the new concept in filing ‘ 
eliminates two-handed str 


old-style slumping file fol 





8, 


ee 2 


FLEX: 


uggling with 
lers and gives you 


finger-tip control of all files. Your filing is so much easier and faster 


because of Pendaflex hanging, sliding folders. . 


always visible, every fol 
almost impossible. 

Your boss will go for Ox 
less tiring filing for you 
records department for h 
when he wants it. So, do 


coupon and mail it today. 


. every name tab is 
ler opens with a finger flick; misfiling is 


ford Pendaflex, too. Because it means easier, 
it also means a faster and more efficient 
im—he gets the correspondence he wants, 
yourself and the boss a favor—fill out the 


Oxford Filing Supply Company, Inc. 


Oxford 


FIRST 
NAME 
IN FILING 


if 





Garden City, N.Y. 


OXFORD FILING SUPPLY COMPANY, INC. 
14-10 Clinton Road, Garden City, N.Y. 


Please send free ‘File Analysis Sheet” and 


Oxford Pendaflex Catalog. 


NAME 





FIRM 





STREET 





CITY STATE 








TODAY'S 
SECRETARY 


OCTOBER, 1958 


EDITOR 
Mary Jollon 


ASSISTANT EDITORS 
Nancy M. Winters 
Maura Mara 


SHORTHAND EDITOR 
Charles E. Zoubek 


TYPEWRITING EDITOR 
Alan C. Lloyd, Ph.D. 


EDITORIAL ASSOCIATES 
E. Lillian Hutchinson 
RK. Robert Rosenberg 


Charles Rader 


COPY EDITOR 


Eun S$ 


rk Le 


MEKCHANDISING 
Marianne H. C1 
CIRCULATION 
Florence E. Ulrich 
PRODUCTION 
Eleanor Perz 
LAYOUTS 
Jack Marzullo 
Rosenthal & Liebert Studios 


Vito Fiorenza 


a 


PUBLISHER 
E. Walter Edwards 


ADVERTISING REPRESENTATIVES 





ATLANTA 3—Douglas ¢ B an 
OL t jes-Haverty Building 
Acks ( l 
11CA 1l1—Charles S. La 
| 2 N. Mi a A 
MOhawk 4-5800 
( H 
Va | 
| 712 ¢ er Street 
| RI " " 
ENveR 2—J W. Pa 
\ I ( 
) Broadway 


ALpine 5-2981. 

LOS ANGELES 17—Robert L. Yocom, 
1125 West Sixt! 
MAdison 6-9351 


Street, 
New york 36—Paul F. Radcliffe, 
30 West 42 


LOngacre 4 


Street, 


s000 


SAN FRANCISCO 4—W illian 


W oolston, 
68 Post Street 


DOuglas 2-4600. 





Topay’s Srcrt WRITER 

August, 
MeGraw 
Executive, Eprroriar, Circ 
LATION, ApverTIsING Orrices: 330 W. 42 St., 
New York 6, N y Public ation Office: Met all 


Street, Dayton 1, Ohio. See box on contents page 


Tue Grece 
July 


Division of 


TARY, tormeriy 
is published monthly, 
by the Gregg 
Hill Book Co 


exce pt 
Publishing 
. In 


AND 


for directions regarding subscriptions or change 
of address. 


United States subscription rate $3 


per year, 
single copies, 35 cents; Canada, $3.25 per year: 
Second-class 
Ohio. 


uo. 3, 


Foreign, $4 per year. 


authorized at 


mail priv 


Dayton, 


ileges 


U.S.A. 


Printed in 


litle registered in Office 


Patent 





McGraw-Hill Book Co., Inc., all rights reserved. 


TODAY’S SECRETARY 











=e ee ee a ee eee 





SLOT 


eae eeelhlUcrre Um ee eee eee eee ee eee ee 


ae ape eel eee ee eee ee ee ee 


How many of these 


——a 


e do you enjoy? 


None of them— 








Royal advancements 


e if your typewriter is more than five years old. 


Why a new Royal turns out more 
and better work than the time-worn 
machines you’re now using... 


1. Finger-balanced touch... the on/) 
standard with touch tailored to each 
finger——closest approach to electric 
touch in all standard typing. 

2. Finger-form keys are double- 
molded to cushion fingers comforta- 
bly—keep your fingers from slipping, 
assuring you speed and accuracy. 

3. No-smudge ribbon change... you 
can put in a fresh Twin-Pak in nine 
seconds. Your fingers never touch 
the ribbon. No winding—ever. 


Cr tobe r, 1958 


4. No-skip space bar slopes to fit 
thumbs comfortably. It positively 
will not bounce—even at speeds up 
to 160 words per minute. 

5. Snap-out cylinder takes half a sec- 
ond to remove for cleaning or chang 
ing. No waiting for service—though 


Royal service is renowned for speed. 


6. Letter-setter—an aluminum rear 
feed roll starts paper with carpenter’s- 
square accuracy ... delivers you from 
slant-lined letters forever. 

7. Lightning carriage return whips 
back at a touch of the positive-action 
line space lever. 


8. Five cheerful colors in pleasant 
two-tones give a lift to your office, 
match your décor. You choose—and 
your boss pays not a cent extra. 


MORAL: Be happy dT Le the boss lo 


cul costs with Roval .. . there are more 


Royal Typewriters in office use than any 


UY, 


other make. 





standard 
Product of Royal McBee Corporatior 
world’s largest manufacturer of type 
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ERASER FOR 
SINGLE LETTER 
ERASURES— 










GLEX © 


\ 


Make your office job easier! Sweep mistakes away 
with Eberhard Faber PAPER-MATED ERASERS. 
They re mated to the paper . . . designed for the job. 
The SINGLEX #1207 is every secretary's favorite. 
Sharpens just like a pencil. Pointed tip is perfect for 


erasing single letters. Once you try the SINGLEX 


16Q <> EBERHARD SIN 


—it will be your favorite, too! 


PLEASE SEND SINGLEX ERASER FREE SAMPLE. 


Eberhard Faber Pencil Company DEPT. DS 
Crestwood, Wilkes-Barre, Pa. 


NAME 





COMPANY anil 





ADDRESS — 





CITY ZONE STATE 





Name of your stationer 








Trademarks 
Reg. U.S. Attach Coupon to Company Letterhead. 
Pat. Off. 


~ 


« EBERHARD FABER “ 


WILKES-BARRE, PA.* NEW YORK © TORONTO, CANADA 





ts quality 


n writing 











8) The word up to date often contuses me 
_~ I 


In what instance should it not be hypher 
ated? Can it ever be used as an adverb or 


nouns 


A. When the phrase up to date is used 
before a noun. it should be hyphenated. 
as “an up-to-date system.” But when the 
modifier follows the noun. no hyphen is 
needed: for example. “A book that is up 
to date is needed.” The compound adjec- 
tive becomes either a predic ate adjec tive 
or is used as a prepositional phrase. 

If an adverb is needed. the form is 
up-to-dately. The noun would be up-to- 
dateness. 


Q. When the word re is used in the middle 
of a sentence, what is the proper punctua- 


tion? 


4. Re. meaning “in the matter of.” is a 
complete word of Latin origin. It is not 
an abbreviation. Therefore. when it ap- 
pears within a sentence. no period fol- 
lows it: neither is it capitalized. 


Q. I would appreciate clarification on a 
point of grammar. Is it ever permissible to 
make the following statement: “Please feel 
free to call on Mr. Smith or myself.” 


A. Uncertainty over the choice of the 
objective form of a personal pronoun or | 
of a self-ending pronoun is common. In 
the sentence you quote, me is correct: 
myself, colloquial. In written work, me 
should be used. Me, the objective form 
of the pronoun, is the object of the prep- 
osition on. as is seen by removing the in- 
tervening “Mr. Smith or.” 

The self pronouns should be reserved 
to emphasize or to reflect nouns already 
expressed: thus: “I will type the letter 
myself” (emphasis) or “Anyone who can 
laugh at himself has a sense of humor 
(reflects). 
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BUSINESS ENGLISH 


mn Mut 
a 4 an fut 


SECRETARIAL PRACTICE 
Madeline S. Strony 


BUSINE Law 
R. Robert Rosenberg 
| lele} €.44 4.11, ie} 
Marst Hanna 
TYPEWRITING 
Alan C. Lloyd 


BUSINESS ARITHMETIC 
Vivian W. Aline 
SHORTHAND 
‘Os? tale c 


FILING 





é (). Wt il vou please fell mie / the word 
Ss spe lle d with a 
en? My dictionary shows it spelled 


ooperate (co-operate) 


fhouta hy phe nm. Out it als shows two dots 


the second o. 





‘ad 
d. {. The Merriam-Webster Dictionary 
ie sts the spelling of your word in this or 
is aer: co-operate, cooperate, cooperate. 
up lherefore. any one of the forms is correct: 
i hut we prefer the form listed first when- 
ve ever there Is a choice. 
is 
Oo - a Te 
a jam 
YA 
Wo 
a 
ot . ‘ . 
‘) H hat its the prope to type resume 
D- ‘ 
sl {. As the accent mark over the final e 
resume, meaning a summary. is part 
the word and is necessary in order to 
stinguish it from the word meaning “to 
rin again.” which is spelled without the 
ent. the accent should invariably be 
seried. Unless you have the keys on 
uur typewriter that are inserted for 
vpists who conduct foreign-language cor 
spondence, the best wav is to insert the 
cent neatly by pen after the letter has 
‘on removed from the machine: thus: 
sume. (And don t forget to mark the 
irbon copy.) 
to 
rel t). In writing a thank-you note or one of 
ngratulations, is it correct to put the date 
the lower left-hand corner? Is the address 
he so put there? Would it be correct to leave 
or ’ the address off notes entirel) 
In ne ; 
a: {. Thank-you notes and notes of con- 
we rratulations are often arranged in what 
i is called the “personal” form. The date 
»- line should appear at the top of the lette1 
‘n- n the normal position. The inside address 
ines (containing the person’s name with 
sa street, city, and state) should appear at 
ds the foot of the letter, at the left margin. 
pin lhese lines may be omitted in letters to 
a close friends, but they should be included 
ue n most business thank-you and con- 


ratulatory letters. 
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You can tell a Verifax Copy 
blindfolded ! 


Verifax Regent Copier, letter size, costs only $240. Other models $9 


A Verifax Copy has that “‘letter- 
head feel’’—is not tissue-thin 
or glossy. It’s dry . ready to 
use, file, or mail as soon as it’s 
made. And it’s as lasting as 
any typed record. 
You get these more cop S last 
as vou need them with a Kodak 
Verifax Copier. 5 copies of anything ir 
s 


] minute for just 2\ ¢ each! And what's 


mighty important in business, too, 


these copies are complete and accu- 





rate. Signatures, notations made 
with any pen, pencil, crayon 
even those purple duplicator copies 
—are a Snap tO COPY 

As for versatility, no other copie! 
comes close to matching a Verifax 


Copier: You can make copies on 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of your new booklet, 
**Versatile Time-Saver for Busy Offices.” 231-10 


Name. 


Company 


Street 


City State 


¢ MAIL COUPON TODAY . ce ccccccccccecce 
EASTMAN KODAK COMPANY, Business Photo Methods Division 





] ° | 
both sides of a sheet. on card stoc K, 


on printed office forms, on trans- 
lucent ‘‘masters’’ for use in white- 
print machines. You can even make 
an offset master in 1 minute for less 
than 20¢ with a simple adapter 


Fre hooklet de scribes 107 iS¢ in 








thousands of offices—shows how 
Savings in typing and dictation alone 
can pay for your Verifax Copier the 
first’ month. Mail coupon or call 
Verifax dealer, listed in ‘“‘yellow 
pages’ under 


Duplicating Machines 


[erifax Copying 


DOES MORE... COSTS LESS... 
MISSES NOTHING 











_Position 


50 to $425. 


Photos Ops ing or 





a om 








FILES ARE 
NO PLACE FOR 





BLIND 
MAN’S BUFF 


If it takes too long to locate the papers you want, ask your 
Stationer about the ACCO System. Accobind Folders, Accopress 
Binders, and other Acco products save time, save money, save loss. 
Acco keeps all related papers together as long as you want them— 
orders, reports, correspondence, invoices, bulletins, etc. Folders 
and binders are of genuine pressboard, last for years. Made for 
every department of every business in sizes, styles, colors to suit 
your taste and exact requirements. Check up on Acco now! 


“ACCO BOUND PAPERS ARE SAFE PAPERS” 


ACCO PRODUCTS 


Division of NATSER Corporation 


Ogdensburg @ New York 




























l i ‘ tan Co., Lid., 7 
714 
CONTROLLED 
Speed-Erasing 
TAKE A GOOD LOOK! | , oe 


4 This illustration shows an ERASER! 





| “4 


t. Most novel and convenient youve | 


ts ever used. Core of Weldon Roberts With C*BeP There’s 
le World’s Quality Standard gray rub- NO STAIN PROBLEM! 


ber, for clean. accurate erasing of 
single letters. words, and even en- 
tire lines of typewriting. In_ hex- 
agonal wood casing; wont roll. 
Sharpen it with a knife or pencil 


olutionary Cobalt Blue Process 1S CLEAN. 
COBALT BLUE PROCESS brings a new 


concept to spirit duplicating, eliminating the 


nypreint | vas 365 


is : , : . stain factor without sacrificing one bit of 
8 sharpener, just like peneils it 4 operating simplicity. 

i} sembles in size and shape. Its | oo special PAPER OR EQUIPMENT REQUIRED 
§ Weldon Roberts . . ®NO COSTLY HAND CLEANERS NEEDED 

py CNO. angthngpetere toys meyer pg © CAN BE USED ON PRESENT EQUIPMENT WITH 
without brus EXISTING METHODS 

nae py Fe © PROVIDES 350 OR MORE CLEAN, 

' 

| Write us on your business letterhead NOW bso yg teg | ae one | f 

i for the eraser mentioned here that you‘d like Ce is the ideal duplicating carbon tor 





: to try. Please mention the name of your sta all PRINTED FORMS ¢ MULTIPLE SETS 
tioner e CONTINUOUS FORMS e TELETYPE 


WELDON ROBERTS RUBBER CO. ROLLS ¢ TABULAR FORMS ¢ HIGH 
365 Sixth Avenue, Newark 7, N. J. SPEED PRINTER SETS. 
er. seen Sane Keats Call your nearest Old Town dealer (listed 





in the Yellow Pages) for the CeBeP story 
. or write 


OLD TOWN CORPORATION 
Established 1917 
750 Pacific Street 
Brooklyn 38, N. Y. 


Enon 






Correct Mistakes in Any Language 











It's a fact! Old Town’s new, completely rev- 








Q. Recently my boss dictated the follow 
ing: | have not and will not endorse the 
product. Please advise if the grammatical 


structure ts correct. 


{. Grammarians say that a sentence like 
the one you quote contains a zeugma, a 
construction in which a single word 
endorse. in your sentence—is made to do 
double duty. The sentence should read: 
~| have not endorsed and will not endorse 
the product.” 


LY 


wn, “ { 
(m4 VA (\ 
’ oo d ame ° 
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Q. Can you give me some rule or advice 
« 

concerning when and how to dete rmine the 
use of affect and effect? I have referred to 


many dictionaries and still can’t seem to 


, 
determine the proper word to use at the 


yroper time. 


{. Affect is a verb meaning “to influ- 
ence. Effect, as a noun, means “result”: 
as a verb, “to bring to pass.” 

Perhaps these tips will help you. If 
your sentence requires a noun, you may 
be sure that effect is needed. (Affect as a 
noun has a limited medical use.) If your 
sentence requires a verb, recall the twins 
cause and effect. Try substituting cause 
in your sentence. If it gives the same 
meaning, then effect is the word to be 
used. If the verb does not mean “to 
cause, then affect is required. 


{. You don't. A bank will not honor a 
check that is not signed by a depositor 
whose signature is on file at the bank. If 
vou are a good forger and can fool the 
bank. nothing will happen as long as your 
employer says nothing about it. However. 
if you should ever incur his displeasure. 
he can cause you a great deal of trouble. 
Since he did not authorize you in writing 
to sign his checks or notify the bank to 
that effect, he can claim you forged his 
name. And you would not be able to 
prove otherwise. 

Also. if the bank should cash the checks 
and your employer denies liability by 
claiming that they were signed by you, 
the bank or its insurance company will 
proceed against you. 

Do not sign his checks unless: (1) He 
gives vou written permission to do so, or 
(2) he notifies his bank to honor your 
signature or his signature signed by you 
and sends to them a copy of his signature 
written by you. 
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eliminate walting-time irritation 


If you’ve ever waited for a vital paper while mounting 
minutes played havoc with your good nature, you'll be inter- 
ested in Safeguard! Engineered by Globe-Wernicke, Safe- 
guard is a time and motion, color-keyed system of filing... 
so simple to understand anyone can learn the procedure in 
a matter of minutes. And Safeguard’s components (letter or 
legal-size guides and folders) fit any filing drawer or cabinet 
...no new equipment needed! 

Safeguard speeds up filing and finding (papers delivered 
in a matter of seconds!) ... cuts down on errors .. . lowers 
clerical costs. Most important, Safeguard keeps management 
in control... never puts you at the mercy of an improvised 
system of filing or a changing clerical staff. What's more, 


“ SAFEGUARD is my choice, because 


any information or correspondence I 
need from the files gets to my desk fast. 
‘Out guides’ end ‘missing papers’ too!” 


October, 1958 


ARD i; my choice, because it’s so 
simple to follow that it takes me less time to do 
the filing. Safeguard’s color-keyed tabs flag in- 
stantly just the folder I want.” 


Safeguard suits every size operation...from a one-man office 
to a king-size corporation. (Five different systems 
further tailor Safeguard to your needs! ) 
Why not look into this fast, virtually foolproof 
filing system? Call your Globe-Wernicke dealer* 
for full details, or write for brochure. Dept. 1-10. 


*Dealers listed 
in yellow pages under 
“Office Furniture” 


GLOBE-WERNICKE 


CINCINNATI 12, OHIO 


Globe-Wernicke makes business a pleasure! 


- SAFEGUARD is my choice, because 


it keeps our files under control at all 
times, and makes it easy to expand our 
filing operation.” 

















Muscles of 
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make 


Columbia’s 
New 












Mylar, DuPont's super-strong, super-sheer polyester 


the strongest 
carbon ribbon anion aes” 


actually defies breaking, tearing or ripping by 
a / dad any business machine. Execu-Tape M-50 calls an 
CVET CVE ope emphatic halt to costly ribbon-fixing interruptions 
x . .. keeps your machines breezing along. Ribbon 
9 changes are reduced, too: Execu-Tape M-50 is the 
longest carbon ribbon of its diameter there is. 






In addition, Execu-Tape M-50 creates typing that 
challenges detection from actual printing: its rugged 
sheerness encourages the keys to transfer all the 
carbon to the typed page. You'll witness a 
sharpness of write that unmistakably says 
“executive” correspondence. And masters—for 
offset, hectograph and most copying processes— 
are sharper, surer, more masterful! 


Switch to new Execu-Tape M-50—the strongest m 
carbon ribbon ever developed—and forget about 
rips, tears and breaks! 


EXECU-TAPE M-50 *OuPont Reg. T.M. 
STYLE RIBBON BY 


COLUMBIA RIBBON AND CARBON MANUFACTURING CO., INC., GLEN COVE, NEW YORK 
COLUMBIA RIBBON AND CARBON PACIFIC, INC., DUARTE, CALIFORNIA 
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COMBINATION FOLDING MACHINE AND EN- 
VELOPE-STUFFER. Electric—will automati 
callv feed, fold. and insert 200 letters or bills 
in three minutes. Also inserts multiple en 
closures “nested.” Occunpies 2 bv 4 feet of 
desk or table space, Holds a wide variety 
of envelopes and enclosures, does eight dif- 
ferent folds. From Pitnev-Bowes. Ine.. Dept 
TS. Walnut & Pacifie Streets, Stamford, 
Conn, 





; WELDON ROBERT ERASERS. For erasing typing impressions made 
through carbon paper ribbons and acetate ribbons. Use Green Glow 
No. 448 to remove surface carbon—Graypoint styles to erase the 
final image. Light circular motion with gradual pressure increase 
: vives best results. Samples and descriptions of recommended methods 
available from the manufacturer, Dept. TS, 351-365 Sixth Ave., 


Newark 7, N. J. 


“CRYSTO-MAT.” A transparent plastic office 
floor mat that protects valuable carpet from 
wear and indentations made by chair 
isters. Beveled edges slope gently to car- 
pet surface—chair can be eased onto mat 
if it runs off. Secretarial size (48 by 36 
nehes) is $49.25. From Crvsto-Mat Co.., 
Dept. TS, 211 North Street, Auburn, N. Y. 





HAND CLEANER. “Spirit Away.” a new paper product that easily and 
quickly removes office stains. Also removes spirit-carbon stains 
leaves hands soft and smooth. All that’s needed, a small sheet of 
paper 7 by 7 inches and water. Packed 300 sheets to the box (each 
box has 12 packets). Price, $3.60 a box. From Kee Lox Mfg. Co., 
Dept. TS, Rochester 1, N. Y. 


istration and clear copy—equipped with 
new printing guide base. Especially good 
for duplicating notices and announcements. 
Complete set, with instructions, sent on free 
trial. Price, $9.95, postpaid. From Bond 








i Equipment Co., Dept. TS, 6633 Enright, 
St. Louis 5, Mo. 
“NEW YORKER” BOOKCASES. Have box 
hases—ideal for side-to-side groupings. 
Built for long-term office use. Hand-polished 
walnut, fully adjustable shelves. Part of the 
“1100 Series” that includes the “Premier” 
(tapered brushed-brass legs) and the “Win- 
throp” (shaped wood legs). From Hale In- 
dustries, Inc., Dept. TS, Herkimer, N. Y. 
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“GEM” POST CARD DUPLICATOR. Easy reg- 








nosy 


modern machine shorthand 


~ 








Stenograph is the machine way in_ short- 
hand. Words are written by sound, in plain 
English letters, or combination of letters. 
These printed notes never get “cold.” 


You can read the actual Stenograph notes 
below. Just read across—one word to each 


line: 
P E G 
H A Ss 
A 
P E T 
K a T 


K A T 
Ss P 0) T 


These plainly printed notes show just a 
few reasons Stenograph is faster and 
easier to learn, to write and to tran- 
scribe. 


Stenograph is fast, accurate. Because higher 
speeds are easily attained, machine opera 
tors quickly take and transcribe much more 
dictation. They are also able to take top 
level executive conferences, sales meetings, 
etc. Many high-speed operators enter the 
very well paid and interesting reporting 
profession. 


For top jobs and top pay as a stenog- 
rapher, secretary or reporter, learn 
more today about Stenograph. 








Stenographic Machines, Inc., Dept. T-1058 
8040 North Ridgeway Avenue 
Skokie, Illinois 





Gentlemen: Please send more infor- 
mation about Stenograph machine shorthanag 


Present Position 
School 
Address 


City 


Zone 


| 
| 
| 
| 
| 
Name | 
| 
| 
| 
| 
| 
| 
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iz From executive meetings to cocktails at five via a two-piece hop sacking wool tweed. Beige, royal, red, black. 5 to 17. About $50. J 
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Memo 

Your letters look just great 

on the new Remington electric 

-- And so do you in your 

new Junior Sophisticate! 

No wonder the Paris Office 

couldn't resist your request | 


for transfer. Bon Voyage! 


- os on 








© 


eer 


fy | 
pr JUNIOF : 
sophisticat¢es 


Remington Ftand 


DIVISION OF SPERRY RAND CORPORATION 


t $50. Junior Sophisticates Co., Inc. 498 Seventh Ave., N.Y. And remember, with your Remington electric 


U » W 


you’re always alive after five 13 


y 
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FRASING | 











KLENZO 


Swift and smooth for 


: ERASER 533 T 


typewriter, ink and ball- 
point work. 





GET THESE 
BLAISDELL EXCLUSIVES: 


SPEE-D-POINT perforation for easy , 
sharpening — STED-D-POINT 
staple for secure eraser core. 


ie 
| 
2) 
™ 
z 
a 
=< 
; 
2 
2 
= 
Ss) 










oOo 
x 
i= 
w 
= 
x= 
br SS 
Ss 
Ps 
~ 
= 
.) 





KLENZO 7), 


Special compound, 
thin diameter for 


pinpoint erasing. 





| Write for sample, naming 
this publication. 














BLAIODELL 


PENCIL COMPANY 


BETHAYRES, PENNA. 











Computer Communication....The average businessman 

will soon be able to refer his accounting and 
computational needs to machines in almost his own 
terms without having to learn or cope with the 
complex language of the machine. Remington Rand and 
the Air Materiel Command of the Air Force have 
developed a method for using a limited vocabulary of 
English verbs to instruct business-type computers. 
The new method will initially use 30 verbs, is 
flexible enough to be enlarged as necessary. 


Valuable Ideas...-Employee Suggestion programs are 
gaining nationwide acceptance, even have their own 
organization--The National Association of Suggestion 
Systems. A survey of its 1,163 members showed that 
last year 6,628,386 employees submitted 1,692,704 
Suggestions. Of these, 25 per cent, or 434,375 
ideas, were adopted and used, with employees 
receiving $13,956,841 in reward money. An Eastman 
Kodak worker was paid $23,495 for his suggestion for 
a combination machine that eliminated separate 


production operations in the manufacture of a movie 
camera. 


Business as Usual ....Capital Airlines and Dictaphone 
Corporation now offer a complete in-flight business 
recording system, featuring a battery-powered voice 
recorder, on all V. I. P. flights. The tapes are 
mailed by the stewardess to a Dictaphone office in 
the city desired where they are re-recorded on 
unbreakable records (or typed if desired) and 
delivered. 


The Well-Rounded Executive ....The American Management 
Association recently Sponsored a forty-hour off-the- 
record discussion during which 15 executives tackled 
the problem of outside activities. The overwhelming 
consensus was that the top executive should get more 
deeply and personally involved in causes which may 
seem remote from his job but which indirectly affect 
his company's welfare. Examples? Urban 
deterioration, cultural affairs, political action. 


BALL=-POINT PEN.sales showed a sharp gain in 1957 to 
a record 300,552,798 units sold....OFFICE FURNITURE 
has not been lagging, either, with 1,470,292 units 
of all types of wood and metal desks and 2,830,873 
chairs sold in 1957....TWO MEMOS TO YOUR BOSS: The 
National Management Association is planning a 
conference and exposition covering all phases of 
Scientific office management October 6-8 in Denver 
»+eeITHERE IS NO LONGER a $3 penalty for airline 
passengers who don't pick up their tickets. 
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SURE 
CURE 
FOR 


When you type from copy, you probably swivel your 
head from copy to typewriter—maybe 30 to 40 times a 
minute. After a while, your eyes begin to hurt—and you 
wind up the day with a good case of typing fatigue. 

Recognize the symptoms? You can avoid them with 
the new ROYTYPE PRES-TO-LINE Copyholder on your 
machine. It holds your material in a natural reading posi- 
tion, right in front of you-——at your own eye-level. 

In fact, you can adjust the ROYTYPE PRES-TO-LINE to 
suit yourself... up or down, towards or away from your 
eyes, or tilted for more light and less glare on copy. At 
the same time, you get line-by-line spacing . . . thus 
eliminating errors through reading the wrong line. 
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Your boss will be interested because this new copy- 
holder actually pays for itself. Users report it can save 
3 to 4 times its own cost in speed and efficiency. 

Ask your ROYTYPE Representative for a demonstration 
at your office. Fill out the coupon below for a 3-day 
Free Trial. No obligation. 


R 0 YTYPE | PRES-TO-LINE 


carbon papers, ribbons, quality supplies for all busi- 
ness mach ines , . products of Royal McBee Corporation, world’s 


irgest manufacturer of typewriter 


Only ROYTYPE PRES-TO-LINE provides: 


front, eye-level reading, 
line-by-line spacing, 
instant adjustability for height, 
focal distance and 
correct lighting on copy. 


ROYTYPE, Royal McBee Corporation, Dept. 2 
Westchester Avenue, Port Chester, N. Y. 

Yes, I would like a 3-day Free Trial of the new 
ROYTYPE PRES-TO-LINE Copyholder. 


Name mons 88 lly 
9 — a 
A ddress_ ee — 
City _ Zone — = - 

















ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH- Brand Brand Brand Brand 
i CORONA A B Cc D 













































AUTOMATIC MARGINS 
Simple one-hand, YES NO NO YES NO 


one-step operation. 


SIGNAL LIGHT 
Positive visual indication YES NO NO NO NO 
if motor is ON or OFF. : 


TOTAL TABULATOR CLEAR 
Clears all stops instantly YES NO NO NO NO 


without moving Carriage. 


ERROR CONTROL 
Simplifies correction of errors YES NO NO NO NO 


and line justification. 


BOTTOM MARGIN INDICATOR 
Page Gage accurately YES NO NO YES NO 


indicates bottom margin. 


88 CHARACTER KEYBOARD 
Standard at YES NO YES NO 


no extra charge. 


KEYBOARD SLOPE 
Key top slanted to fit YES NO NO NO 


natural movements of fingers. 


ROLL-FREE ACTION 
Releases typebar cams YES NO YES NO 


with no “‘scuffing”’ action. 
SAFETY COVER 
Motor shuts off when cover YES NO NO YES 


is raised to change ribbon. 


CUSHIONED TOUCH 
Eliminates jar to sensitive finger YES NO NO NO 


tips at end of each stroke. 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER YES NO NO NO 





DECIDE FOR YOURSELF! 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the Smith- 
Corona with any other machine on the market today. You’ll 
see why the Smith-Corona is not just equal... but superior 
to every other brand! Before you buy an electric typewriter, 
call your nearest Smith-Corona representative, and have 
him demonstrate the many exclusive features that make 
the Smith-Corona today’s soundest typewriter investment! 


Smith-Corona Electric 
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( NE DAY, deep in the Depres- 

sion of the Thirties, a would- 
be writer called at the New York 
Herald Tribune to see a Great 
Newspaperman. The newspaper- 
man read his young visitor’s mate- 
rial. then advised her that after 
four years of journalism school and 
a few more years of working on a 
small-town newspaper she might 
with luck—become a cub reporter 
on a New York City paper for 
perhaps $15 a week. 

It didn’t take pencil and paper 
to figure that in ten years of jour- 
nalism she'd be making less than 
the salary she was currently collect- 
ing as a clerk-typist. She stood pat. 

Seventeen years later that girl 
was back at the Herald Tribune, 
earning several times a cub report- 
ers wage as secretary to President 
and Editor, Ogden Roger Reid. 
Though her key position was at- 
tained via typewriter keys, Dee 
Shaneyfelt is truly a newspaper- 
woman. Her job with the very 
dynamic, very young Mr. Reid 
takes all the skills of a top execu- 
tive secretary plus a dedicated 
journalist's sense of urgency, as- 
siduity, and service. Since Mr. 
Reid is a front-line fighting editor 
who thrusts responsibility at his 
aides, Dee’s job offers all the ex- 
citement and challenge of big-city 
reporting. 

She looks the part: tall, hand- 
some, her ginger hair cut short and 
combed back, her light blue eyes 
both pretty and piercing. She acts 
the part: vigorous, earnest, smart. 
She loves the part, says: “This may 
be madness, but I wouldn't change 
it for any other job I’ve ever heard 
of.” 

At its simplest—just mail and 
phone calls—the work load is co- 
lossal. One day Dee counted 19] 
calls, in and out. She tallied the 
calls once: daily average was 133. 
Another week she pinpointed in- 
coming mail: daily average was 


79 pieces that required more than 


wate 


Heer 


; 
Ed 
’ 
> 
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Important in the life of a newspaper editor and his secretary— 
checking on what's printed where. Result: one long, long table 
in Ogden Reid's office, piled high with magazines and newspapers. 


FY 
tt 


routine handling—not counting reports. What about out- 
going mail? “Haven't tallied it yet,” laughs Dee. 
“Haven't had the courage.” 

But typing, dictation, juggling one of the world’s 
busiest and most colorful appointment schedules is run- 
of-the-treadmill for this dexterous damsel. 

So is reading every New York daily newspaper plus a 
cartload of magazines—from Business Week to The Sat- 
urday Evening Post. (“If an Ellery Queen or Alfred 
Hitchcock gets mixed in,” Dee confides, “that’s strictly 
my own idea.”) The non-mystery periodicals are com- 
pulsory, and Dee is expected to be as news-wise as her 


boss. Said boss has a reputation for knowing “what's 
news’ before it happens. 
“And he asks questions,’ Dee mock-complains. 


“Wouldn’t you know that the rare day when I slip up on 
my reading is invariably the day when O. R. asks me 
what I thought of the Page Three story on Timbuktu? 
And | have to mutter about not getting around to it yet— 
but I will. And I do. Double quick.” 

The core of Dee’s work is keeping in step with a man 
who seems to be several steps ahead of everybody. It is 
research and remembering, thinking fast and thinking 
ahead. Mr. Reid’s idea of a newspaper's job is not only 


to report events but also to make history. His appoint- 
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ment roster looks like a world-wide Who's Who. His 
knowledge amounts to a world-wide What's What. And 
if he isn’t positively certain, he finds out. Before an in- 
terview, he studies background material on his subject 
be it Konrad Adenauer or Mickey Spillane. His secre- 
tary either prepares a complete biographical sketch or 
digs out an old one and brings it up to date. 

She is also likely to press his suit or put the studs and 
cuff links in his dress shirt, buy him a pair of shoes or 
order a late dinner to be served him at his in-town apart- 
ment. 

Dee jots down appointments and reminders on small 
cards and tucks them into his coat pocket—‘left-hand 
side, because he’s a southpaw.” She always knows where 
he is and how to reach him and—what’s more important 

when to reach him. 

Mostly the office runs by itself, on the momentum of 
Mr. Reid’s inexhaustible energy. He relies on the ability 
of his assistants to do the same thorough, elbow-deep 
job he would do if he had, say, 12 hands and a fifty-hour 
day. His very confidence inspires excellence. And he 
expects his secretaries to be as Trib-minded as he is. 
This is a great expectation, indeed; and it is fulfilled. 
Dee explains, “O. R. throws out an idea; we take it from 
there. We like it that way.” 


TODAY'S SECRETARY 











RIGHT: Even human dynamos need a break every so 
often. Dee prepares a snack in the well-stocked, often- 
used office kitchen. 


FAR RIGHT: Packing for a trip—not the usual suitcase 
filled with pretty new clothes, just a briefcase loaded 


with work. 












































The former jobs of Missouri-born. Manhattan-bred 
Doris Dee Shaneyfelt have fanned out from the clerk- 
typist starter to Squadron Commander in the United 
States Air Force, from theatre usher to executive secre- 
tary in the world’s largest department store. Looking ABOVE: The ability to do two things at once is quite an 

, : a ; asset for a secretary. Three at once? Even better. 
back, she’s glad her mother insisted that she take typing 


and shorthand as high school electives. grateful that the 
BELOW: Making all the hard work worth while—Dee takes a 


WAC gave her a chance at supervisory work. Dee re- 
‘ look at the fresh-from-the-presses Trib before she goes home. 


turned to New York from Casablanca in spring “55 with 
executive know-how. a top-secret clearance, and no job. 
A thorough-thinking personnel counselor cued her to an 
opening on the Trib, newly headed by Ogden Reid. Tests 
typing. shorthand. reading comprehension, general in- 

t formation—and an interview or two filtered her through 
her competition; and finally she was fingered for a 
meeting with the Top Man. 
For the latter part of a two-hour wait to see him, Dee 
mentally shuttled between marching straight out of the 
Herald Tribune building or waiting it out. When, at last. 
she was ushered to his huge walnut desk, she was—luck- 
ily too stunned to argue. As Dee describes her first im- 
pression of Mr. Reid: 
“The man behind the desk looked incredibly young 
about twenty-five (although he was thirty at the 


(Continued on page 58) 
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GWEN COVEY: 


BE A PIONEER 


Ts PRACTICALLY CERTAIN that Ul never be 

called on to make a speech to a group of girls inter- 
ested in business careers. but if | were, here's the point 
! would emphasize. 

“Whatever you do.” I'd say, “please don't overlook 
the possibilities of the one-girl oflice.” 

\ly speech would be based on personal experience. 
because twelve years ago I went to work in just such an 
establishment. It was a food brokerage concern. and 
we had two offices. mine and my employer's. They were 
located in the loft of an old warehouse. above the loading 
dock. Diesel engines were constantly pulling railcars in 
und out of the warehouse. right beneath my feet. Last 
year somebody wrote. and klvis Presley recorded, a 
song that perfectly described my predicament. | think 
it was called “All Shook | p- 

\ lot of changes have taken place since my desk 
danced to the tune of the railway cars. We have four 


ollices now. located in an ultra-modern building. Our 






















floors are carpeted and our windows draped. There isn't 
a Diesel engine for miles around, and the work is too 
much for one girl. But oh, what I’ve learned. 

| was hired as a secretary. But in time, | became 
many things to many people. 

To new customers, | was the Credit Manager who 
called them for references and financial statements. To 
a certain few, | was the Accounts Receivable Department 
that wrote them tactful “haven’t-you-forgotten-some- 
thing” letters. Around the first of the month. | became 
the Accounts Payable Department and sent out checks 
to a wide and anxious assortment of creditors. 

| took orders for merchandise over the phone, wrote 
them up, saw that they were shipped, invoiced them. 
and collected for them. Thus, I became saleslady, order 
clerk, billing clerk, and collection agent. , 
\s Traflic Manager, I routed shipments, filed claims 


for damaged merchandise, and dispensed free advice to 
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freight solicitors on how railroads should be run. 

Twice a week. | became the Advertising Department. 
| learned to draw up simple ad copy, enlivened by a few 
gags, and pulled out most of my hair trying to think up 
witticisms. Sometimes I'd be rewarded with a batch of 
mail orders. and on one splendid occasion, | thought I 
had really hit the jackpot. 

A client telephoned one morning and demanded to 
know why he hadn't received his copy of Thursday's 
regular cireular. | apologized for the Mailing Depart- 
ment (guess who?) and then said, “Sir, if you'd like to 
place an order. I'll be glad to read you the items that 
are listed on the circular.” 

“Order?” he shouted. “I dont order from it—I just 
like to read the jokes. 

To the company salesmen. | was the demon who 
viewed their expense accounts with unreasonable doubts 
and the paymaster who. in spite of their protests. grimly 
made the necessary deductions from their paychecks. 

To the local Internal Revenue Bureau. I was a knuckle- 
headed bookkeeper who insisted on transposing figures 
on quarterly reports for withholding and social security 
taxes. During the first year or two. it was routine for 
the Bureau to issue an invitation for me to come down 
and explain my figures. The answer was generally right. 
but after a microscopic look at my hen-scratching. they 
couldn't figure out why. We were getting to be quite 
friendly when progress intervened and | was presented 
with a lovely machine that could add. subtract. multiply, 


and divide with very little assistance from me. 


AND THEN THERE ARE THE THINGS I was to my boss. The 
home economist who prepared his coffee just the way he 
liked it; the nurse who dispensed pills for his nerves 
and band-aids for his scratches; the see-hear-speak no 
evil private secretary who kept his affairs and his confi- 
dences and sometimes told slightly off-white lies to pro- 
tect him; the errand girl who matched his ties and socks 
and spent many a lunch hour choosing gifts for his wife: 
the trouble-shooter who waged (and often won) battles 
for spur-of-the-moment plane and hotel reservations: 
the time clock who reminded him of appointments, birth- 
days, anniversaries. and golf games: the vice-president 
in charge of entertainment who arranged meetings. din- 
ners, and dates for visiting firemen. 

Somewhere in between all the other duties. I did the 
filing. posted the books. ordered supplies, handled a con- 
stant flood of correspondence. and learned how to repair 
a teletype machine. (You belt it a good lick. right on 
top and a little to the right. Try it sometime. ) 

| don’t deny it was hard work. but I loved every min- 
ute of it. In addition, | was well paid. Generally. the 
salary for a job such as mine is far above average, for 
while the small businessman can't afford to have a differ- 
ent employee for each of these jobs. he can and does pay 
an excellent salary to one employee who can handle all 
of them. 

Furthermore, | learned the food brokerage business 
from can to consumer. It became a part of me. | suffered 


if an unexpected freeze hit the citrus crop in Florida. 
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| died a litthe every time a torrential rain descended on 
the peach orchards in California. | learned the head-to- 
heel operations of food manufacturers, wholesale and 
retail grocery outlets; and I'm a walking, talking ency- 
clopedia on what Mrs. Consumer prefers in the size, 


color, and content of canned foods. 


TopAY, TWELVE YEARS LATER, I ‘have a private oflice, 
a title. and a secretary of my own. | come and go pretty 
much as I please, and there are two girls and several 
men who do the jobs | used to do. | was lucky. The 
company | chose has grown and prospered, and my re- 
sponsibilities and salary have grown with it. Today. | 
find my income in the five-figure bracket. 

| think it’s fine to be a small cog in a big wheel, and 
if that’s what a girl wants. General Hodgepodge. Inc.. 
will no doubt be delighted to tuck her away at a shiny 
desk in one of their many departments. She'll work five 
days a week in a luxurious oflice and become the re- 
cipient of all kinds of employee benefits. She'll write a 
thousand letters a month. she'll get regular salary in- 
creases up to a point. and at the end of five years, she 
probably won't know anything about the companys 
operations except the small part with which she is di- 
rectly connected. 

But somewhere in that group of girls. | hope there’s 
a girl who doesn’t give a hang for lush surroundings and 
old-age benefits and nine-to-five routine. She'll Aate 
routine. this girl I’m looking for. She'll yearn to be 
more than a cog. and she'll be willing to gamble. If she 
is all these things. then I'd say to her 

Find yourself a one-girl office, bearing in mind that 
not all small businesses prosper and grow. You can never 
be sure that the one you choose won't fail—that’s why 
you must be willing to gamble. If you’re in doubt as to 
the present stability and future chances of the man who 
owns the company. a few discreet inquiries will do much 
to relieve your mind. Ask the Better Business Bureau or 
the local business association that sets up the rules and 
regulations governing his particular line of business. If 
the gentleman is sincere. he won't object to giving you 
references—an official of his bank or the names of a 
few customers. 

But supposing. all indications to the contrary, the 
business folds in a year or two and you're out of a job. 
Don’t worry. You're young; you can afford to lose a 
year or two. Remember this: What you will have gained 
in knowledge of every oflice procedure known to man 
will be youl ticket to almost any job you want and in 
all probability, at a much better-than-average salary. 
In this age of specialization. even General Hodgepodge 
would be overjoyed to find such a treasure—a girl who 
can do almost everything. 

So, my young friend, go ahead—be a pioneer, not of 
the covered wagon, as Christopher Morley once wrote, 
but of the covered typewriter. Hitch your typewriter to 
a one-man star, as | did—just try to be sure that it’s an 
ascending one. The possibilities are unlimited, the ex- 
periences invaluable, and the rewards far greater than 
little Miss Cog of General Hodgepodge will ever know. 
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Prepare Material for the Printer 


BY 


@ [ts sometimes difficult to realize that 
every printed page you read has been 
achieved only at the cost of considerable 
attention to minute detail by editors, 
copywriters. proofreaders. and that indis- 
pensable man, the printer. Add the title 
of secretary to the list—and that’s where 
you fit in! 

Remember last fall we discussed help- 
ing your employer prepare a speech? By 
this time. such researching. compiling, 
and editing may be an old story to you. 


Now. 


with a 


however, your boss has come up 
outstanding talk. He has 


heen urced by top management, or the 


really 


the sroup to whom he spoke. or an up- 
and-coming public-relations adviser to get 
it ‘nto print—fast. while it’s still hot. 

After the speech has been edited to re- 
move any extemporaneous stories, per- 
-onal remarks. or sections applicable only 
to the original audience—and perhaps 
boiled down into a snappier. condensed 
version by your emplover—he will turn 
over to vou the job of following through 
on production of that attractive little 
hooklet for which you will have many 
calls. 

Here are some pointers to help you: 

1. Type the manuscript in duplicate or 
triplicate on plain bend paper. double 
spaced, with wide, even margins. Try to 
keep the line length as uniform as possi- 
ble to make character and word count, 
line length, and spacing easier to figure 
out later. 

z Double-check the typed copy for 
errors. A good plan is to enlist another 
secretary who can check your final copy 
while you read the version from which 
you typed it. 

3. Be consistent in your styling. spell- 
ing. abbreviations. use of proper names, 


titles, technical terms, in order to avoid 
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those expensive type corrections later. 
1. Lf any 


cross out short errors and print or type 


corrections must be made, 
the corrections directly over them, direct- 
ing the placement of the new material by 
use of the diagonal or a penciled line on 
either end down to the crossed-out word. 

5. Longer corrections should be typed 
separately and marked as an insert with 
a corresponding number or letter on the 
original manuscript. 

6. Do not mark corrections in the mar- 
gins since this space is traditionally re- 
Any- 


thing you do not wish set in type must be 


served for printers instructions. 
circled. including instructions. 

7. Learn to use proofreader’s marks. 
A list can be found in most dictionaries, 
any style book. such as the “New York 
Times Style Book,” and many secretarial 
manuals. These save time, wordy ex- 
planations. and misunderstandings. 

8 When your copy is corrected legibly 
(and take time to retype it if there are 
many serious errors), number the pages 
conseculively. 

9, When the time comes to determine 
the size and shape of the booklet. the type 
style. paper. etc., call in the office printer 
or check the classified telephone direc- 
tory for names of one or two whose of- 
fices are near yours—distance can often 
be a crucial point when you're waiting 
for rush proofs or finished work. 

10. Let the printer show you various 
forms of type—Bodoni, Scotch, Caslon, 
and the others. He can explain the ad- 
vantages of certain combinations of ro- 
man and italics: the use of upper- and 
lower-case letters: caps and small caps; 
and the difference between light, regular, 
bold. bold, 


panded type within each category. 


extra condensed, and ex- 


A glance at the daily newspaper ads 
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or magazines will show you some of the 
many uses of type and give you an idea 
of how different face styles. type sizes, 
and spacing can convey moods, thoughts, 
and impressions. 

If your employer is hoping to use his 
speech as a piece of “popular” literature 
—to spread some little-known informa- 
tion about the company or his particular 
field of interest among people who may 
never have heard of it—quick readability 
and ease of understanding are vital. The 
use of visual aids such as photos. charts, 
diagrams. and line drawings is very im- 
portant in such cases. 

On the other hand, technical informa- 
tion of interest to the members of a com- 
paratively small or select group who are 
already interested and looking for his 
“pearls of wisdom” will be eagerly de- 
This 


doesn’t mean they should be eliminated, 


voured even without such aids. 
but if they are used only as “come-ons.~ 
they may not be necessary with such an 
audience. 

Since your main concern is to keep your 
public reading from cover to cover, re- 
member these suggestions: 

a) Too small type will cause eye strain 
and discourage your readers. 

b) Too frequent changes in width of 
lines will be confusing. 

c) Lines set too closely together will 
also be detrimental since the amount of 
white space between them is as important 
as the actual type size and spacing. 

d) A good balance between your prin- 
cipal headings and subheads is important. 
One shouldn't overpower the other. 

e) The clever use of white space can 
relieve masses of copy, especially if illus- 
trations are not used. 

Finally, you will have to choose the 
stock on which (Continued on page 52) 
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THE KEY WORD in business today is 

service. More service, better service, 
faster service. In order to meet this ob- 
jective competitively, management must 
think in terms of speedy processing. up- 
to-the-minute information kept. current 
at all times. 

Each department and each executive 
will require up-to-date statistics in order 
to continue the smooth flow of transae- 
tion processing and to make decisions 
Answers, an- 


wisely as the need occurs. 


swers. and more answers. 
Years 


pens furnished all the necessary informa- 


people with ledgers and 


ago 


tion. slowly. laboriously. and sometimes 
Then. 


types of ofhce equipment were introduced 


inaccurately. eradually. various 


adding machines. posting machines, 


comptometers. Next we saw punched 
cards where data processing was further 
automated and processing time reduced. 


Now. in 


newer and more dramatic than punched 


addition. something even 


cards is being introduced to the Ameri- 


can offiice—the computer, oO1 so-called 
“oiant brain.” 

People who have not yet been exposed 
to computers view them with mixed re- 
actions—suspicion, mistrust. amusement, 


kinds of 
these 


alarm. They hear all fantastic 


allegations concerning machines. 
Do they really think? Are they any good? 
\re they going to throw everybody in the 
ofice out of work? 

Well, let's take these questions one at 
a time, and see if we can dispel some 
of the popular misconceptions concerning 
“oiant brains.” 

lL. HOW DO COMPUTERS WORK? 
lo be perfectly frank. in a certain sense 
| guess you could say that they do think. 
But before you get frightened half to 
death by this statement. let's investigate 
it further. Hou think? First of 


all, computers add. subtract. multiply 


do they 


and divide just like any other calculating 
machine. What makes the computer some- 
what unique compared to conventional 
feature built 


machines is the “memory” 


into it. Bear this in mind: A number or 
word can be “read” into the machine and 
held there for later use. This is some- 
times referred to as memory. or magnetic 
storage. 


Here 


“thinks.” and by thinking we mean mak- 


then is the wav the machine 


ing decisions based on different condi- 
tions stored in the units of the computer. 
Now, before it can start thinking, a hu- 
man being must first teach it how. This is 
called “programming.” A computer pro- 


vram is a series of instructions which 


must be read into the machine before 


any processing can start. 
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Let us assume we are computing a cus- 
tomer invoice and adding a_ handling 
charge of 50 cents to all invoices under 
$10. Here. in an oversimplified way, is 
what we must tell the machine to do: 

a) Add the amount of each item. 

b) Test the 

vou es 

c) H less than $10 add 50 cents. 

d) Print the final 


vole e. 


final amount of the in- 


amount of the in- 


Now. to ease vour minds further, 


please be assured that the computer does 


not understand English or any other con- 


ventional language. It does. however. 
have a language of its own—machine 
language. 


To most of us. W64L3906 sounds like 
gibberish. or a license plate number at 


best. But to the computer this is ma- 
chine language for Instruction A above. 
W61 is the location of the item price 
that is stored in the machine: L39 tells 
the machine to add this amount in an 
accumulator: 06 means there must be six 
positions allowed for the addition. 
There is a specific language code for 
each instruction. They are set up in the 
that 


when one instruction is completed, the 


machine in numerical order. so 
machine will proceed to the next one. 


Instruction C will tell the machine to 
compare the amount of the invoice with 
$10. and if the 
than the $10 (or. in machine language, 


add the 


invoice amount is less 


minus) to 50-cent handling 
charge. This requires a decision on the 
part of the machine. and that is why it 
is said the machine can think. 


The 


going through this seeming rigmarole is 


great advantage. of course, in 
speed and accuracy. Literally thousands 


of steps and calculations can be per- 
formed by the computer in a matter of 
minutes. This then brings us to our next 
question. 

Il. WILL THE COMPUTER THROW 
ALL OF US OUT OF WORK? In some 
instances, of course, people are replaced 
by machines. This has been true since 
the beginning of the machine age. In the 
majority of cases. however, where com- 


puters have been introduced to offices. 
people were not discharged as a result. 
In the first place, most companies would 
not order a computer unless their opera- 
tion was a rapidly expanding one. In the 
second case, computers are usually or- 
dered, not to replace people. but to get 
the work out faster and with greater 
accuracy and, most important, to provide 
information that could not be obtained 
practically by manual methods. 

True, computers often eliminate tedi- 


(Continued on page 52) 
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TTHEN | ASKED employers to tell me candidly how 
important language ability is to the effective per- 
formance of a secretary, their responses were unexpected- 
ly perceptive (and heartwarming-—to a teacher of secre- 
tarial English). | think they will be challenging to you 
who have chosen to be secretaries. Let me trv to give 
you the picture as they painted it for me: 

Today's business would be in a state of chaos if it 
were not for the billions and billions of words accurately 
recorded every day. Authoritative opinions, recom- 
mendations of action. authorization for action, accounts 
of action taken. results of research——in all of these. as in 
the hundreds of other kinds of records that must be 
made to keep business rolling in orderly fashion. the sec- 
retary has an important function. In truth. the accurate 
recording of words—the correct convevinge of ideas—is 
largely her responsibility. 

Savs one executive. “Every good secretary is first of all 
a good stenographer and a good language technician. 
She reliably produces transcripts of dictated copy that 
are models of neatness and accuracy. When she is given 
the responsibility of editing dictation. she applies her 
knowledge of grammar, style. punctuation. sentence 
structure. and good writing techniques. When she writes 
a letter for her employer's signature or signs a letter 
herself. she knows that it contains no mechanics errors 
that will distract or offend the reader. no misinformation. 
no violations of good writing techniques. She knows that 
it is ready to go out of her office as a good-will ambassa- 
dor of her organization. as a builder of prestige for her 
company. She is proud to send it as her own repre- 
sentative.” 

Another executive goes a step further. “Every piece 
of business mail sent out has the power to do something 
to a companys prestige—sustain it. build it up. or tear 
it down. Every good business communication sells some- 
thing—a product. a service. a point of view. or faith in 


the company represented by the writer.” 


AWARE OF THE POWER of the well-chosen word and 
recognizing the urgent need for improving the ability 
of those responsible for written communications. many 
companies are organizing on-the-job training classes. 
Some employ correspondence “counselors” to study their 
particular problems and to prescribe techniques that 
will “cure ailing communications.” More and more 
common is the practice (especially in large organiza- 
tions) of publishing company handbooks and manuals 
of style containing form and style suggestions for the use 
of all who are responsible for representing the company 
in writing. 

With such high evaluation placed upon effective com- 
munications. is it any wonder that the employer is con- 
stantly searching for the secretary whom he can trust 
as the “office authority” in matters pertaining to use of 
the language ? A department head commented graphical- 
ly. “Having a secretary with superior language ability 
is like having an auxiliary brain and an extra pair of 
hands. The thinking time that I am saved by her skill 
is worth thousands of dollars to my company.” 
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Asked what language skills they consider most impor- 
tant. 45 per cent of the questioned employers rated 
highest the ability to apply language facility to tran- 
scription of dictation. Thirty-nine per cent rated “word 
knowledge” (vocabulary. spelling ability, and so forth) 
as of first importance. Many expressed particular annoy- 
ance at secretarial inability to distinguish between simi- 
lar-sounding words, such as affect and effect, principal 
and principle, site and cite, advice and advise, and (of all 
things!) steak and stake. 

One emplover lamented. “Some secretaries—especial- 
ly beginners--seem afraid to be ‘caught’ using a diction- 
ary. They act as though I expect them to remember ev- 
erything. | don’t want the impossible. | do expect the 
kind of intelligence that will send them to the correct 
source of information when they know they can't trust 
their knowledge.” 


Moral: Reach for vour dictionaries. Secretaries. 


AN OVERWHELMINGLY LARGE number of employers cited 
poor proofreading of written messages (transcribed or 
originally composed) as one of the greatest causes of 
their annoyances with secretaries. Said one. “When a 
secretary places on my desk a transcript of my dictation 
that makes no sense to anvone—even to her—lI blow my 
top! Of course. I don't like constant interruptions to 
answer “What did you say here. Mr. X?° but. believe me. 
| much prefer to be interrupted by an intelligent ques- 
tion than to receive a garbled trans¢ ript that leaves even 
me wondering what I could have been thinking when 
I dictated that letter.” 

(Author's comment: Get a good grip on your nerves. 
and face the fireworks that may erupt. but ask for help 
when vou are in a state of total confusion. Under such 
circumstances. most emplovers are not violent, but all 
have reason to be justifiably annoyed when you dodge 
the responsibility and expect them to unscramble the 
resulting mess. ) 

A special secretarial “editorial” service that many a 
dictating employer appreciates is a tactful calling to his 
attention of special words and phrases that he tends to 
overuse. Enterprising secretaries have learned that a few 
well-considered suggestions for rephrasing earns respect. 
Gradually their employers come to depend upon them 
to “say it so that it sounds right.” The wise secretary 
knows when to defer to her boss’ preference for what 
she may regard as an outmoded or, to say the least. 
“peculiar” expression. She senses when to be tolerant of 
his idiosyneracies. and she does not imply disapproval of 
them—unless she is asked for her frank opinion. Ac- 
cepted suggestions may be only occasional at first, but 
they often lead to the assignment of full responsibility for 
the composition of communications in subject areas 
within the secretary's experience. She soon finds that 
she has become something of a specialist in those areas, 
handling all the correspondence involving them. 

Increased writing responsibilities may originate in 
a number of ways. One secretary recalls her experience 
in this manner: “I was requested to rephrase letters if 


I thought that doing so would (Continued on page 34) 
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WHAT IS Your Secretarial Efficiency Quotient? To find 
out you must first determine whether you perform your 
duties according to what is considered good secretarial 
practice. How efficient are you in organizing your work, 
taking dictation and transcribing. filing and finding, 
performing “housekeeping” duties, handling the mail, 
discharging reception and communication responsibili- 


ties, and adding to your “know how”? Your score on 





these phases of secretarial work will give you your SEQ. 


Directions for Scoring. If you follow the procedure 
listed, give yourself the number of points indicated. If 
on your present job you do not perform the duty under 
consideration but you would follow the practice if you 
had the opportunity, give yourself credit. You also de- 
serve full credit if in supervising other office workers 
you see to it that such a procedure is followed. 


Your Rating. The total points on all seven sections will be your SEQ. An interpretation of your score: 








120-140 


You are tops, superb, truly an 
executive secretary. Does your 
boss know how good you really 
are? 


100-119 


You are exceptionally good but 
not at the top. You are prob- 
ably indispensable in your office 
because you are better than 
most secretaries. 


80-99 


You are good, but you probably 
could be better. Take a good 
look at the areas in which you 
scored lowest and set up an im- 
provement program for yourself. 


below 80 


There is a lot of competition at 
this level. You may not be as 
indispensable as you would like 
to be. Analyze your weak points 
and get busy. 























ORGANIZING YOUR WORK 


Points Your Score 
1. Do you calmly adjust your work 
schedule accordingly when there is un- 
expected rush work? 2 


2. Do you keep your composure when 


under pressure of rush work? 2 
3. Do you arrive at the office before 
your employer? 1 
4. Is it your first consideration in the 
morning to plan the days work ac- 
cording to your executives appoint- 
ment book and your calendar pad? 3 
5. Do you take short rest periods in the 
middle of the morning and afternoon? l 
6. Do you plan “work to be done some- 
time” and follow through during slack 
‘ 


periods? — 
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Points Your Score 
7. Do you leave unfinished work in such 
order when you leave at night that 
someone else can carry on if you fail 
to report to work the next day? _ 


eal 
Ww 


Do you stay at your desk for a while 
after the “rank-and-file” workers have 
gone? l 


9. In order not to interrupt your execu- 
tive repeatedly during the day, do 
you prepare for a dictation-conference 
period by listing questions, reminders, 


etc., that need to be discussed? 4 
10. Do you have yourself or a co-worker 
“on duty” at all times? 2 
a bl . ») 
Total Points 20 
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TAKING DICTATION AND TRANSCRIBING Points Your Score 


Points Your Score 5. Do you have a retention plan for files 


~ 


~ 


10. 


FILING AND FINDING 


a 


1. 


Instead of relying on your memory, 
do you have a system for writing down 
and handling requests and special in- 
structions for the day's work men- 
tioned by your employer during the 
dictation period? 

Do you have one place in or on your 
desk for your shorthand notebook? 


Do you keep a rubber band around 
the pages in the notebooks that have 
been transcribed? 


Do you keep a filled pen and sharp- 
ened pencils underneath the rubber 
band of one book ready for dictation? 


Do you write the date at the begin- 
ning of each day's dictation? 


Do you have some symbol, such as a 
conspicuous X or an upright wavy 
line, to indicate doubt, grammatical 
errors, points to be verified, and am- 
biguities in your notes? 


If your executive is interrupted by a 
telephone call while he is dictating, 
do you use the time to read your 
notes, insert punctuation, etc.? 


Do you have all materials you need 
at hand before beginning to tran- 
scribe, so that you are not interrupt- 
ing your flow of work by going to the 
files, supply cabinet, ete.? 


Are your letterheads, carbon paper, 
and second sheets arranged in your 
desk drawer for easy assembling? 


Are you able, when necessary, to cor- 
rect a letter containing English slips 
made by a hurried dictator or to make 
other changes for a better letter? 


Total Points 


In an alphabetic letter file, do you 
have a miscellaneous folder for each 
divisional guide for individuals and 
businesses with whom correspondence 
is infrequent? 


When the number of letters for a cor- 
respondent in a miscellaneous folder 
reaches a certain minimum, for ex- 
ample, five or ten letters, do you pre- 
pare an individual folder to be used 
for the correspondent? 


In order to know at all times where 
material can be found, do you have 
a system for charging out material 
taken from the files? 


Do you periodically destroy or trans- 
fer old material to less active files? 
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so you know what old material may 
be safely destroyed? 2 


6. Do you cross-reference material which 
may be called for in more than one 














way? iD - -cmimmnaeliine 
, 7. In a card index, do you have no more 
than 20 or 30 cards behind each di- 
9 visional guide? 2 ce 
2 - 
8. In your correspondence file, do you 
have no more than from 5 to 10 indi- 
o vidual folders behind each divisional 
par tare guide? 2 
9. Does today’s filing get done today in 
ice? 9 
9 your office? 2 
10. Do all your file folders have less than 
9 100 pieces? 2 
Total Points 20 
2 : 
——" PERFORMING 
4a 4a 
HOUSEKEEPING DUTIES 
Points Your Score 
3 1. Do you personalize the office home 
. of your executive and make it a place 
in which he can be comfortable and 
can work efficiently? 2 = 
9 , : 
“ 2. Do you keep all machines in your 
office and those in your executive's 
ofhice in repair? 2- - 
3. Do you see that ample office supplies 
2 are kept within easy reach of both 
you and your executive? a « 7 
20 : , 
1. Are materials in your desk drawers 
arranged according to a plan for efh- 
ciency? —— 
5. In erasing at your typewriter do you 
always remember to move the carriage 
to the extreme right or left to prevent 
nie tent erasure dust from dropping into the 
a 9 
oints Your score machine and clogging it? - — - 
6. In order to prevent flat spots from 
developing on the feed rolls and 
platen, do you release paper-feed rolls 
during the day when not in use and 
a donc always at night? ] —____ 
7. Are all your storage cabinets clean, 
neat, and well arranged? EE 
8. Are you careful about changing your 
ribbon often enough for your type- 
9 writing to be clear? If you have a 
= carbon ribbon, do you always have 
plenty on hand? = taal 
9. Do you clean your typewriter every 
day. especially the keys if you have 
© ceemcommene an inked ribbon? ] 
9 
— 


— = (Continued on page 51) 
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PPPHERE's NOTHING quite so exciting 
and sometimes baflling—as the pur- 


suit of some elusive facts or figures to 
complete a project you or your boss may 
be working on. And there’s no telling 
when you may suddenly find yourself in 
the position of having to institute the 
chase. 

We all know that, when in doubt. the 
logical place to head for is the local 
library—but even the smallest one can 
be an enigma if you don’t know just what 
And often the 


librarian is busy helping someone else or 


it is youre hunting for. 


involved in other duties. so that you hesi- 
tate to take too much of her time. 
certain general 


However, there are 


areas in which you can begin your search. 
FinsT STEP, OF COURSE, is to check the 
library’s Card Catalogue by topic, author. 
or title if it’s a specific book you re hunt- 
ing. And if your library doesn’t carry 
certain technical publications. the li- 
brarian will be glad to borrow them for 
you from one of the specialized libraries 
scattered throughout the country. There 
is even a list of these publications put out 
by the 
which you can ask to see. 

The Cumulative Book Index, also a 
standard library reference work, lists all 


Special Libraries Association 


the books in print in English and is kept 

up to date by monthly supplements. 
There is also to be found in most li- 

braries a whole series of index publica- 


tions which pinpoint certain professions, 


such as the /ndustrial Arts Index, Agri- * 


cultural Index, Art Index, Education In- 


dex, Engineering Index, Accountants In- 
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dex. and other informative publications. 
And if 


want has been covered in a small pam- 


youre sure the material you 


phlet or book issued by a company. pro- 
fessional organization. or school, ask to 
see the J ertical File Seri ice Catalogue. 
which lists all such publications. 

Tracking down magazine articles is not 
so dificult as you might suppose. if you 
check The Reader's Guide to Periodic al 
Literature, which lists them by subjects. 
titles, and authors, giving the names of 
the magazines and the issues in which the 
articles appeared. This reference work, 
too, is kept current with monthly supple- 
ments. 

And did you know that most magazines 

publish indexes of their issues and will 
send them to you on request? Businessmen 
find them particularly handy for checking 
such publications as Time, Newsweek, 
Business W eek, Fortune, Life, and Read- 
ers Digest. 
Ir YOU NEED TO CHECK for the names, 
locations, circulation, and other figures 
pertaining to newspapers, Avers Direc- 
tory of Newspapers & Periodicals or 
Standard Rate & Data or The Editor & 
Publisher Y earbook all give in detail the 
necessary information, broken down geo- 
graphically, alphabetically, and by sub- 
ject matter. If your office doesn’t have 
these books, you can find them in the 
library. 

Other sources in the publishing world 
are the trade magazines, Publisher's 
Weekly and Editor & Publisher, both of 
which carry news of the industry and list 


current books in various fields. 


Another valuable and reliable source 
of information of all sorts is the U.S. 
Government Printing Office. which has 
issued some 50,000 different publications 
ranging from pamphlets costing 5 cents to 
heavy textbooks at $42.50 for a set of 
seven. The G.P.O. issues regular circulars 
on its newest publications. and you may 
have your name put on the list to receive 
these by writing to the Superintendent of 
Documents. U. S. Government Printing 
Office. Washington 25, D. C. The Office 
will also send you a list of 51 subject cata- 
logues to make it easier for you to track 
down material in specific areas. 

This is such 
that Columbia University has 
issued a book by W. Philip Leidy called 


A Popular Guide to Government Publica- 


an important reference 


source 


tions, which sells for $3 and is fascinating 
reading in itself. 

The October, 1953, issue of Changing 
Times, the Kiplinger Magazine. also de- 
voted considerable space to listing many 
of these publications for the benefit of its 
readers. 

Among the many pamphlets of interest 
and their secretaries— 
are those titled Direct Mail Advertising, 
Mail Order Selling, Establishing and 
Operating Your Own Business, and Small 


to businessmen 


Business Aids. You will find many more 
once you begin checking the lists. 

The U. 
has its own voluminous library, and you 
may send for its List of the Available 
Publications of the U.S. Department of 


S. Department of Agriculture 


Agriculture. And if you are involved with 
mailing problems in any quantity, the 
U.S. Post Oflice (Continued on page 62) 
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Girl meets ‘brain’ —the fact-spouting Univac 120 
computer—and makes a definite impression. 
Could be her dress, a bold brown madras plaid 
wool, its face-framing collar edged in wool 
ribbing. By Junior Accent. Sizes 5-15. 

Price: about $45. 





Design ‘58 
chic; the clothes — trend-conscious, 


the secretary — trim, 


wonderful-to-wear wools; the 


cera 
A 
~ 


equipment heralding the age of 
automation. They're all .. . 
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in wonderland. 
Kent of 


Rand explores her company’s 


Secretary 
Louise Remington 
lisplay room, discovers the ex- 
citing possibilities of the new- 
est office equipment. 

A. From desk to date in wool 
tweed—an eased chemise that 
a wide, flat collar and 
self-tie. The color, a most be- 


boasts 


coming roughened red. By Jun- 
ior Accent, in sizes 5-15. About 
$50. Helping our girl get out 
on time, the Statesman electric 
typewriter with letter-perfect 
proportional spacing. 

B. Push-button selection in 
seconds with the Kard-Veyer 
mechanized file. Just as easy, 
the fit of this two-piece wool 
dress by Miss T. J. Flattering 
roll cowl neckline has a self- 
tie, fringe detailing. In black, 
white, pastels. Sizes 8-16 $29.95. 
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Cc. Filing can be fun—note 
the Visible Shelf file behind 
Louise. So can fashion—when 
you try something new. A good 
this soft 
with a pretty Empire line. °58's 
of the shirt 
dress. By Jonathan Logan, in 


black, white. 


choice, wool jersey 


version beloved 
sizes 5-15. Colors: 
Price: $14.95. 

D. Bound to win rave notices— 
the free-flowing, easy-to-wear 
coat Jonathan Logan 
does it in wool plaid, with trim 


dress. 


collar, tiny bows for hipline 
emphasis. Richly muted tones 
of royal, navy, red. Sizes 5-15. 
$24.95. 


Earning enthusiastic 


hurrahs, too, the Transcopy 


unit with its 30-second service. 


Where to buy ? See page 57. 
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FINGERTIP 
TIPS: eeght steps to 
a professional 
MANICULE 





NANCY MIDYETTE 


3. Next, wrap the tip of an orangewood 


stick lightly with cotton and dip in oily 
cuticle remover. Work cuticle back very 
gently, starting from the base of the nail, at 
the center, and working up and out. Work- 
ing in the opposite direction will encourage 
hangnails. 





1. Start your manicure by removing. all 
traces of old polish. Moisten a small piece 
of cotton with remover, press against the 
nail for a few seconds, then wipe down with 
a single stroke toward the nail tip. This 1. A trick that will make your manicure 
does a more effective job than hasty dab- look professional from all directions is 
bing: saves remover, cotton, and time. whitening the nail tips with a nail pencil. 
Just moisten the tip of the pencil and rub 
gently under nail tips. Remember that the 
fleshy part of the finger under the nail is 
very tender and don't press too far under 
the nail. 





2. Now your nails are ready to be shaped. 
Always file from sides to center in one direc- 
tion only. Use the rough side of an emery 
hoard for filing and the smooth side for the 
beveling of the nail edge. Do not file too 
closely at the corners as this will tend to 
weaken the nail. 


5. Now you are ready for the all-important 
base coat. Apply this in a thin film over the 
nail with light, quick brush strokes. You'll 
find this forms a smooth, protective coating 
that will make polish cling more closely and 
wear longer. It is also an effective guard 
against splitting nails. 


. 











6. When you are certain the base coat is 
thoroughly dry, apply polish. Do not use a 
brush that is too full. Cover the nail with 
four strokes—one across the base, one down 
either side, and one down the center. Re- 
move any overflow with a cotton-tipped 
orangewood stick. Always apply two coats. 





7. After applying the polish, take a thin 
hairline off the nail tip with the ball of the 
thumb of the opposite hand. If this is done 
immediately after the polish is applied, be 
fore it has time to set, it will seal the coat to 
the nail and add extra days of wear. 
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8. An overcoat is another professional must. 
Extend it over the hairline and under the 
nail tips and keep your touch light. Bearing 
down on the brush may mar the colored 
polish that has not quite set. Besides extend- 
ing wear, an overcoat will add lustre. It may 
be reapplied between manicures if polish 
tends to look dull. 


TODAY’S SECRETARY 























\ SECRETARY'S HANDS are always in the fore- 
LX sround. Whether she’s typing. filing. answering the 
phone, or just handing the morning’s mail across the 
desk. her busy fingers are always on display. They de- 
serve. then. to be cared for accordingly. Knowing that 
today’s secretary usually has neither the time nor the 
money to invest in a weekly professional manicure, we 
asked the people at Cutex for tips on achieving the pro- 
fessional look (and accompanying longevity) at home. 
Their behind-the-brush description of what makes the 
professional touch is at left. Here. some additional glean- 
ings from the experts. 

Actually. the word manicure (as is evident once vou 
know its Latin derivatives—manus. hand: cura, care) 
means “care of the hands” and not. as is so generally 
believed. just the care of the nails. Your hands need at- 
tention all year round. and a good lubricating cream is 
the answer. Massage your favorite frequently into th 
hacks and palms of your hands. always with a rotary 
motion. Pay particular attention to dry areas. and always 
use a cream after exposure to water. A good idea is to 
keep a bottle at hand in your desk——but. to avoid greasy 
keys. be certain the cream is completely dissolved before 
vou begin typing. 

Remember that the living. growing part of the nails 
is concentrated at the matrix. which is a gristlelike sub- 
stance under the skin at the nail base. The visible part 
of the matrix is what is commonly called the “half- 
moon.” Always treat this area gently; don’t poke and 


probe with nail files and the like, for you can easily 
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cause damage which may become evident only later. 

The growth of the nail is slow and variable. Nails 
erow faster in the summer; the hair and nails of the 
right hand grow more rapidly than those of the left 
and those on long fingers faster than others. Full growth 
from the matrix to the end of the finger takes about 150 
days. or 1.32 of an inch a week. which is slow enough to 
make avoiding breaks worth your while. 

Dry. brittle nails. often the result of too much harsh 
soap and water. can be helped by massaging oils and 
creams into the matrix. Buffing. too. is often effective. 
After vou have broken a sufficient number of nails while 
typing. you will get to know their proper “working 
length” and avoid this trouble beforehand by keeping 
them filed within bounds. 

The cuticle requires constant attention if you want a 
well-shaped. healthy nail. Never cut it—it frays just like 
a fabric. If you must wield the scissors. cut only torn 
tissue or hangnails. 

Additional polishing tips: Keep hands completely 
steady as polish is applied: rest finger tips on a flat 
surface. Two coats of polish will give a deeper intensity 
and twice the wear of one (another reason why your 
manicurist’s job lasts so long). Always clean the neck of 
the bottle and the inside of the cap to prevent sticking 
and evaporating. Polish which has become thick may be 
thinned with remover in an emergency. but this is not 
recommended since it affects wearing qualities. 

This is one beauty area where regular care will pro- 


duce results everyone is sure to see. 
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THE SECRETARY WRITES 


(Continued from page 24) 





improve them. Apparently my changes were acceptable, 
because now I am often asked to assist in drafting an 
important piece of correspondence.” Another says, “He 
vave me an idea in a sentence or two—usually scrawled 
in the margin of the letter | was to answer. I then com- 
posed the letter for his signature. Gradually I acquired 
the ability to write his letters, usually without sugges- 
tions from him.” A third girl recounts. “If a situation 
is complex or if I would not be expected to know the 
answer, my boss writes an explanation in condensed 


. :. 
form for me to expand when I compose the letter. 


IN ANSWER to the question, “What advancement oppor- 
tunities have been given to secretaries who possess out- 
standing communicating skill?”” employers cited many 
instances. Among those mentioned: the vice-presidency 
in a publishing house. administrative assistant in a large 
bank. department head for a radio and television net- 
work. research director for a foreign publication, reader- 
editor in the script department of a broadcasting com- 
pany, assistant to a film program manager. assistant to 
public-relations and advertising department heads. credit 
manager of a retail merchandising organization. assist- 
ant editor of a company magazine, office manager, per- 
sonnel director. chief correspondent in charge of pas- 
senger inquiries and claims for an airline, and advertis- 
ing copywriter. 

Many executives who cited no examples of specific 
promotions attributable to “language facility” took the 
trouble to explain that in their companies the executive 
secretarial positions were stimulating. rewarding, and 
of considerable importance. And, although those who 
held such positions did not advance (titlewise) beyond 
the secretarial classification, they actually were assistants 
to important executives. with their salaries reflecting 
their importance. One executive said simply. “There is 
really only one job classification in my office—that of 
president—and she (his secretary) and | work at it 
together.” Truly high regard for her value to him! 

Other men generalized in response to the “promotion” 
question, saying, “The ability to express oneself well is 
a factor in all promotions.” 

When asked to label specifically the kinds of writing 
most often assigned to secretaries, employers responded 
as follows (the list is arranged according to mail volume, 
beginning with “greatest”) : 

1. Responding Letters (answers to inquiries and re- 

quests ) 


2. Asking Letters (inquiries and requests) 

3. General Administrative Letters (authorizations, con- 
firmations, transmittal letters, letters of introduction 
and recommendations, and so forth) 

1. Interoflice Memoranda 

5. Telegrams and Cablegrams 


6. Acknowledgments (interim responses to correspond- 
ence received during employer's absence or to corre- 
spondence to be held for later handling by him) 


7. “Executive” Correspondence (appreciation, con- 
gratulation, sympathy or consolation letters, re- 
sponses to informal business invitations, ete. 


Reports—formal and informal 


9. Minutes of Meetings and Summaries of Business 
Material 
10. Social and Semiformal Correspondence (invitations, 
refusals. and acceptances ) 

11. Claim and Adjustment Letters 
12. Credit and Collection Letters 
13. Sales Letters and Promotional Material 

The percentage of original correspondence handled by 
secretaries varies from as low as one per cent of total 
correspondence volume (in offices where subject matter 
is highly technical) to 90 per cent (in offices where much 
of the correspondence is of a general administrative 
nature). Much depends, of course. upon the skill of the 
secretary and her desire to assume greater responsibility. 

The kinds of writing named in the foregoing list are 
standard business communications that you as a secre- 
tary can—if you (or your employer) are not already 
satisfied with your ability—learn to write well. What- 
ever the nature of the communication, the same general 
principles for good writing apply. Here are a few basic 
writing suggestions adhered to conscientiously by those 
who are busy this minute writing business communica- 
tions that build good will and keep business coming 
their way. If you wish your “communicating” to have 
the same results. check these “professional” tips to see 
whether your business writing conforms: 
1. You answer promptly. You don’t minimize the impor- 
tance of your correspondent’s business by delaying your 
response needlessly or by ignoring his request completely 
—even though “there is nothing | can do.” (There is 
something you can do—you can say you are sorry that 
you cannot help him or suggest where he can get help.) 
2. You do not alibi for a mistake or an oversight. You 
get busy (wholeheartedly) correcting it. 
3. You are infallible in your correct spelling of people's 
names! You use your reader's name occasionally within 
the communication to help to give your message warmth 
and directness. In addition. you thoughtfully (and 
naturally) inject the second-person pronoun YOU for 
the same reason; and you just as thoughtfully avoid over- 
use of the first-person pronoun /, remembering that it 
is your reader and Ais problem that are important. 
1. You avoid being negative in your phrasing whenever 
possible, saying, for instance. “Your interest in the ar- 
ticle that is to appear in the May issue of Fortune mag- 
azine pleases us greatly. and we shall do our best to 
provide you with advance copies.” rather than, “We 
cannot supply you with tear sheets of the article that is 
to appear in the May issue of Fortune because our 
supply of advance copies is completely exhausted.” 

Many firms instruct their correspondents to watch for 
opportunities to “block those negatives.” One company 
distributes lists of positive words labeled “Most People 
Like These Words” and lists of negative words labeled 
“Most People Dislike These Words,” cautioning their 
correspondents to avoid the latter whenever possible. 
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5. You do not hide your identity (or that of some re- 
sponsible person whose opinion you are citing) in pas- 
sive constructions. For instance, instead of saying 
(passively). “It is understood that you have been having 
trouble” or “It has been decided that * you say (ac- 
tively). “Here is your problem as we see it” or “Your 
management has decided. . . .” 

6. You do not approach your reader's problem lightly. 
no matter how trivial you may actually believe it to be. 
In other words. you do not adopt a “Relax—what have 
you got to worry about?” attitude. Instead you indicate 
your regret that he has been disturbed or annoyed or 
inconvenienced and then try to remove the cause. 

7. You choose simple. direct. straightforward words and 
phrases to express your ideas; you do not “show off” 
your technical vocabulary or your intimate acquaintance 
with five-syllable words unless you are writing to some- 
one who you know will understand them. Ordinarily 
you do not choose needlessly long (and often stuffy ) 
words like commensurate with when you mean equal to, 
or modification when you mean change. 

S. You never, never send a letter written in anger (you 
may think your angry words or even write them down 
somewhere to blow off steam). If you send them in the 
heat of a frenzied moment, be prepared when months 
or years hence your brooding reader pulls from his file 
your ill-chosen words and confronts you with them. 

9. You constantly double-check your writing for evi- 
dences of tactlessness, asking yourself, “How would | 


react to that statement if | were receiving this letter?” 


i” vou find an offensive statement like “Obviously, you 
do not understand why. .” change it as quickly as 
possible to something like “Apparently, we did not make 
clear to you the reason why. .. .” 
10. You show sincere interest in your reader and in his 
business. the subject of your communication, no matter 
what it is. Don’t be afraid to show that you care about 
your reader’s satisfaction. Let your natural, unaffected 
friendliness enliven what might otherwise be a cold, im- 
personal handling of a problem. Try to give your cor- 
respondent an enjoyable experience as he reads what 
you have written. You can do this if you feel genuine 
enthusiasm for your accepted responsibility (and oppor- 
tunity )—-giving your reader as much satisfaction as pos- 
sible. In that way you serve well your three masters: 
your organization, your correspondent, and yourself, 
Perhaps most expressive of the personal satisfaction 
obtainable from giving good “language service” are this 
secretary s own words: “My boss says, “Betty is sharp,’ 
whenever | solve a knotty problem involving language 
mechanics or how to say the right thing to a customer in 
the right way. | have had several advances in salary in 
a fairly short time, and, although they have not been 
explained in so many words as having come about be- 
cause of my language facility, | consider that skill my 
most outstanding secretarial asset. In fact, | regard the 
office prestige that my knowledge has brought me as 
more satisfying than the financial increases | have had!” 
Better than money. Can you think of a more con- 


vincing testimonial ? 
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» DELICATE GIVES YOU REAL COMFORT...BECAUSE IT'S COTTON. Other sanitary napkins Doibiale” 
are wood-fibre cotton substitutes. But DevicarTe is different. Made of pure white cotton ONCE YOU TRY c 
$ | —the kind used on baby’s tender skin. When you discover DELicaTe’s cotton comfort, ...YOU'’LL NEVER AGAIN BUY THE OLD-FASHIONED KINO 
r | you'll say—Why hasn’t this been done before?” 
; eseeececceeesss SPECIAL OFFER <<+++++eeereeeee 
DELICATE FITS BETTER... BECAUSE IT’S COTTON. De icaTE contours more easily... forms 
to you. No matter how active you are, DELICATE never shifts or binds. Marian Reed AMERICAN HYGIENIC CORPORATION 
r ; ‘ And it at oe Dept. A, 209 S. LaSalle St., Chicago 4, Illinois 
; DELICATE IS MORE ABSORBENT... BECAUSE IT s COTTON. And it absorbs instantly. ror For $1.00 enclosed, please send me box of 10 Deticate 
complete protection, De.icaTe has a built-in shield that keeps surfaces dependably dry. “PURSE-PAKS”, postpaid. 
P DELICATE CONTAINS A SAFE, SURE ODOR PREVENTIVE... that protects your daintiness 
| completely. You remain self-assured at all times because you can depend on DELICATE. NAME 
r DELICATE COMES IN HANDY "'PURSE-PAK"’ TUBES... for dainty use away from home. ADDRESS 
Though hardly larger than a lipstick, each “‘Purse-Pak” tube contains a compressed 
napkin and disposable belt! Compressed De.icate fluffs to full-size immediately. CITY ZONE STATE 
’ 
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$Mfoto pus - Dept.S ° 


ay; 


C) 25 Photos. $1 enclosed. 


and envelopes with my Wallet Photos. 


| NAME 


BOX10 ° 


Rush by return mail my Wallet Photos as checked below: 
[) 60 Photos. $2 enclosed. 
| Include my 6 humorous personal photographic greeting cards 


| am enclosing 25c. 
| Enclosed is photo, snapshot or negative, to be returned unharmed 


Panel 


Edge Embossed 


WALLET 


25 FOR ONLY 
We pay postage — 
no other charges 
y size: 212 X31. 


NEW EMBOSSED 


yA 
ct DEEP-SUNK PANEL EDGE 


Beautifully printed on luxurious silk 
finish, double-weight studio paper with 
panel edge—perfect as gifts to class- 
mates, friends, relatives . for school 
and job applications, etc. SEND ANY 
PHOTO OR NEGATIVE (returned un- 
harmed) and just $1 for every 25 pho- 
tos from one pose—or $2 for 60 photos. 
Order NOW—from the largest mail 
order photo studio in the East. Satis- 
faction and quick delivery guaranteed 


NEW YORK 1,N.Y.—— — 


























Want 6 humorous 
photographic 
greeting cards? 


only 25¢ extra 





| ADDRESS 


(Please Print) 


(actual volue $1.00) 
with your wallet order. 
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6 envelopes included. 
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Fingers 


A GREEN THUMB 


are so easy to come by. 
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Simply insert 4'2-inch wooden stake into 
earth around plant. Each time you water 
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CHARM BRACELET 5 ten 


Twelve accurate miniatures of the seere sors Ss pro- 





fession, each beautifully Hamilton Gold-Plated 
nd guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding mac hine eraser, water 
cooler, Swiss cheese Vv ind coffee! $4.98 
In Sterling Silver $19.95; Sx slid Gold, $129.00 
Bracelet with 7 Charms 
Hamilton Gold-Plated, $3.49 
Sterling-Silver $12.50: 14K Solid Gold $79.S5 
Money-back Guarantee Send check or m.o 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 810-W, New York 10, WN. Y. 
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ia UGLY FAT 7. ¢ 
B tor a Glorious Figure ‘ i 
' $25.00 VALUE yt 
: Your PRICE $795 ~e A ; 
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fi ®@ Aids circulation—retaxes! Ne COD’s plese = 
| ELECTRIC GLORIFIER MASSAGER | 
Gets a te strategie spotsagmng, pe. thighs, rubber g 
aia fashic ete has an mia rat Just “Ac much he “Spe — p 00 ¥ : 


ymey-back Guarantee 
B JAY NORRIS 0., 487- TD Broadway, New York, N. Y. ' 
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SECRETARIES 


CONFIDENTIAL LOANS 


$50 to $300 on your signature only. 


Repay in small monthly payments. 
Details free—write today 


CHAS. D. JOHNSTON, Manager 
Brundidge, Ala. 


























BOX OF 


100 
ENVELOPES, $2. Name in 


INFORMAL NOTE CARDS, 
raised letters. 
6 type styles. Ten boxes, $18.50; Twenty 
boxes, $35. (All different names if desired.) 


FREE SAMPLES 
GALLAGHER’S, Box 115, Hazleton, Pa. 














How to SPEAK and WRITE 


like a College Graduate 


have helped thousands of men and women 
who have not had college training in Eng- 
lish to become effective speakers, writers, and 
conversationalists. With my new C.1. METHOD 
you can stop making mistakes, build up your vo- 
cabulary, speed up your reading, develop writing 
skill, learn the “‘secrets’’ of conversation. Takes 
only 15 minutes a day at home. Costs little. 32-page 
booklet mailed FREE. Write TODAY! Don Bolander, 
Career Institute, Dept. E-14510, 30 E. Adams, Chicago 3 
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KILL THE HAIR ROOT 


Destroy unwanted hoir PERMANENTLY. Use con- 


Genatp at home. When you hove read our 
- instruction book carefully and learned to use 
the new Mahler Epilotor safely and efficiently, 


*¢, then you con remove unwanted hair FOREVER. 
al MONEY-BACK GUARANTEE (Our 76th Yeor). 


NEW 
Sa et) Ae ea FOR YOU- 





MAHLER'S, INC. 


Dept. 858V PROVIDENCE 15. R. I. 























COUNTER-CLOCKWISE 
works completely backwards 


CLOCK 
Simple to 


read (once you recover from the primary 


shock). An authentic repreduction of 
the practically defunct pocket watch. AC 
only. $7.99, ppd.: from Spencer Gifts, 
Dept. TS, Spencer Bldg., Atlantic City, 


N. J. 


Nave Wa Ve 


q *\ years 








FORCES You To Save 


Over $500.00 Automatically 


With set of Perpetual Date & Amount Banks. 25¢ a day 
keeps date up-to-date. Also totals amount saved. Makes 
you save daily, or Cal- 
endar won't change 
date. Save for gifts, 
vacations, car, pay- 
ments, etc. Use year 
after year. Each bank 
gives you $90.00 a 


year. Get 6 and save 
$540.00 quickly. Send 
$11 for 6 banks; 5.75 


for 3; or $2 for sample 
bank prepaid. Mail to 
LEECRAFT, Dept. TS, 
300 Albany Ave., 
Brooklyn 13, N. Y. 
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POCKET-SIZED HEATER 
UTES WATER INSTANTLY! 


QUICK AS A BUNNY 


Personalize your checks, stationery, books, 
and papers with a reproduction of your 
name and address so distinct as to appear 
actually printed. One compact unit in a 


Us 





1 onty $4 24: 
Lowest Price Ever! Only 1 Usually $3.49 


Here’s the handiest invention since the wheel! A 
small electric heater that boils a full cup of water 





in seconds! Just plug it into any outlet, immerse 
in liquid and in no time at all it boils soups, water | 
for instant coffee, tea, baby’s bottles, etc. beautiful 2-color streamlined jewel case 
Volt. AC-DO. 4 ¢ Exquisite gift. Blue and Gray or Beige and 
Fad Brown. Script style or print. Specify which 
DON’T BE LEFT HOLDING THE BAG. Let . Just $2.95 ppd. 


Order By Mail Now At This Special Low Price! 

this clever Bag Kade lie do the job. Made r “.w 1’ 
vies R Send check or money order ~ 

of lightweight black metal, it will hold ‘ DON ROGER: 


more than three dozen paper bags. or DAMAR’S, 98-3 Damar Bidg., Elizabeth, N. J. 7731 Bonner Ave., Sun Valley 1, Calif 











your own assortment of place mats, paper 








napkins, or mail. Price, $1, ppd. (screws 
| 


ine luded ee from elic ity House, Dept. : : ' atelate. i Tollaticts. Portraits | / I 
SG, Box 479, Madison Square Station, : : j Now the real thing! Painted in vibrant Y) 
New York 10, N.Y. i i 


oil color on silk canvas by brilliant for- 


‘ nto DO L LA R Ss! 1 : eign-born portrait artists. Incredibly 


low price. New technique. No posing. 
NEW songwriters. poets share $33 m FREE Illustrated Brochure of specimens 

















yearly. Songs mposed PUBLISHED 3 mailed on request. 
3 Promoted. Appraisal. info FREE from 3 
: NORDYKE ee ers 402 HAZLETT AVE. Dept 
= 6000 Sunset, HOLLYWOC 8B. alit 


























UNIQUE SPECIALTIES | 


PHILA 2. BA 


GIANT ivr nee 


3% ft. long 




















SAFE WITH SOUND is what you'll be if 
you carry the Little Policeman alarm. 
Just press the button at the first hint of 
danger, and the resulting siren will both 








summon aid and scare off potential 
troublemakers. Pocket-size, $5.50, ppd., Yes, over three feet of smoking train 
including batteries: from Bill's Military 
Stores, Dept. TS. Green Cove Springs 


Fla. 








ACTUAL SIZE 
22 x 342 








FROM THE 
WORLD'S FOREMOST 
WALLET PHOTO PRODUCER 


That's right . TWENTY-FIVE 
wallet size copies ‘of your graduation 
picture. Ideal for giving friends, rela- 

tives, or attaching to college applica- 
tions. Made on finest silk-finish, double 
weight paper for permanence and beauty. 


Send ONE DOLLAR with your finished 

graduation poe or glossy print. Your 
Original will be returned unharmed with 
order in a very few days. Minimum 
order: 25 pictures from one pose. 





will puff its way into the heart of your 








favorite youngster. Loaded with play 
engine really smokes—cars connect, 





disconnect -can carry loads. The en- 





gine, tender, and three cars are painted 


| CENTERING IS EASY! in gay colors can serve asa devorative 


Christmas Card holder or candy “ex- 
With a new gi Ge. 
Stenographic 


Centering 
Scale, just 
measure the 
line or word 
to be centered 








Weer press,” too. Complete five-piece train 
Wri ° ° . : 

with real smoke device and train whis- 
tle ... ready to set up and play ... only 


$1.98 in attractive presentation pack- 





and read where age. Made of heavy durable Texas — ~~ 
to start typing. . ° . ° 
Centering is exact. takes but a few sec- Bristle board . . . it will be shipped 


™ ™ LARGA-PIC — BOX z-20™ 
BROOKLINE 46, MASS. 


Enclosed is $ fer..........pleteres 


onds. Do yourself, and your boss, a big 
favor—order a Stenographic Centering 
Scale—today. Only one dollar! back. 

Send $1 for a sample Stenographic Cen- 


tering Scale for pica, elite, or variable- HERBERT T. SEAVEY 


postpaid and guaranteed or your money 

















. Mame 
spaced type. Satisfaction guaranteed. . we sd 
Stenographic Centering Scales P.O. Box 226, Dept. T-1 Address , 
Dept. T, 1511 N. Algona Street Center Ossipee, New Hampshire City Zene( )Stete 
Dubuque, lowa 
Se @Seeeeeee «as es sa Sa ae eS & 
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Adorable Climbing Angels 


add festive touch to any table or 
mantel. Twin 
the 


ceramic angels slip 
top of elegant artificial 
candles and appear to be climbing 
right up. Matching highly 
candleholders are 
10” high. 
paid. 

FREE FOUR COLOR CAT AL OG 

full of toys, gifts, and gadgets. 

ADRIANE, Ine. 8-900 Finch Bldg 


St. Paul 1, Minn. 


over 


glazed 
About 
post- 


high. 


6-piece set, $1.50 











“PLAYTIME” TABLECLOTH 


How useful! One side 


a cheerful pink table- 
cloth that blends with most room color 
schemes. Now, turn it over. Here's a family 
style game board with 9 top games: check 
ers, midget auto race, pitch shuffleboar 

i others. A wonderful gift! Of 
heavy-gauge vin) wipes clean witl 
loth Giant-si i—fits the largest 
1 table. FREE 2-piece game kit wit! 





each tablecloth. Only $2.98, postpaid 


ROSLYN SHOPS 


46-36A Bell Boulevard Bayside 61, New York 




















from the 













FREE rontedr Y 4 q 
ENLARGEMENT, 
WITH EACH ORDER. 

WALLET 

PRINTS 

$00 °: 


60 for 2.00 





Beautiful portrait 
enlargement 
worth 49c—-FREE 
with your order 
for famous Roy 
Wallet Prints— 
order all you need 
for swapping — 
perfect for iob 
school, passport. 
and all identifi- 
cation. Send pic- 
ture or negative 
with your order 


ROY PHOTO SERVICE, Dept. 113 
G.P.O. Box 644, New York 1, N.Y. 


ACTUAL SIZE 
(24%2" x 3%") 
SATISFACTION 
GUARANTEED 





BIRTH ANNOUNGEMENTS 
40 Different, Delightful Designs to 
tie-in with WORK, SPORT or ) 


ONLY 50¢ ano 75¢ PER DOZEN, POSTPAID | 
ANO/ORDER DIRECT FROM PUBLISHER ano SAVE 


BIRTH-0-GRAM 


OEPT E CORAL GABLES 34, FLORIDA 


MANDARIN 
COAT. 
DRESS 












PURE RAW 


$9. 


Ppd. 


Orient 


send for catalogue 


Turquoise 
Natural 


F NE COMBEL 4 
COTTON $8. 
Coral, Gold, Black, 
Mhite, Turquoise 
Red, Lime, Send: ’s. M-L 


Perthouse Galler 


eit rapa 
15 W. 55th St., Dept. pio, N.Y. 19, NY. 


SIL 


Black 
Shrimp 
Gold 
Red 
S-M-L 





TROPICAL TRIP! 


We know little-known, surpassingly lovely 


islands for an unforgettable vacation. We 
know the good inns and prices—all the 
facts. You can find an excitingly different 


place to go. Membership only $10 gives 
information and photos on 8 or more 
enchanting islands. Write for details: 
Studio 14, Islands in the Sun Club, Inc., 
117 Liberty St., New York 6. 


PLP PIL LLLLLLLL LS? 











$$$ EDUCATION PAYS $$$ 


Earn more; get 


a better job or prom 
learn new skills; 


meet increased competition 
for jobs; remedy weak spots in your educa- 
tion; increase social prestige. Write today 
for new brochure listing complete home study 
business courses for business women. New 
CPS review courses, too! Business Research 
Associates Incorporated, PO Box 7093, 
Long Beach 7, California. 


otion 








Do You Make These 
Mistakes in English? 


MANY PERSONS say ‘‘between you 
and I’* instead of ‘“‘bet ween you and 
I or use who for ‘whom.’”’ 
Eve ry time you speak or write you 
how what you are. Mistakes in Eng- 
sh reveal lack education, refine 
ment. Real command of English will 


help you reach any goal 
Only 15 minutes a day with Sher 
win Cody's famous invention—and you 
‘ an actuaty SEE your English improve 
aches by HABIT—makes it easier to do the RIGHT 
vay. Wonderful self-correcting lessons. FREE BOOK. 
Lack of language power may be costing you thousands of 
d irs every year. See what Mr. Cody's method can do 
for you; it costs nothing to find out. Write now for free 
book, “‘How You Can Master Good English in 15 Minutes 
a Day Sherwin Cody Course in English, 17410 Central 
Drive, Port Washington, . (No salesman will call.) 
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TO ADD TO YOUR COLLECTION or hang 
in solitary splendor from a gold chain en- 
circling your neck or wrist. E < 


sat h 4-imk h 
8-karat gold, set 


charm is with a cul- 


tured pearl, for just $4.95, ppd. A nice 
gift. Herbert Schreiber, Dept. TS, 145 
W. 45 hus New York 36, FP 





SPUTNIKS, SPACESHIPS, AND ROCKETS 
are all depicted in this spectacular as 
sortment of foreign stamps. Included also 
are 230 other colorful stamps from five 
continents. all the collectors you 
25 cents, ppd. From H. E. 
Dept. TS, 4491 
7, Mass. 


Please 
know for only 
Harris & Co., 
Bldg., Boston 1 


rransit 





30 \22.50, 


$500.00 
\S Fun 


KEEP UP TO DATE and, at the same time, 
The Banclok date- 
amount bank forces thrift by refusing to 
advance the 


save the simple way. 


calendar date unless 


you 
bribe it with a quarter. Just $2, ppd.: 
from Leecraft, Dept. TS, 300 Albany 
Ave., Brooklyn 13, N. Y. 








The perfect 
Christmas Gift 


Mother & Child 
Match-mates 


Bell-shaped 
Bib'n Apron Set 


Of fine white terry piped in red; bib has crumb 
catcher and cute bell-clapper pompom; mother’s 
apron has 3 useful pockets and bell-clapper pompom 
to match baby’s. $2.98 per set postpaid. Extra bibs at 
$1.25 each postpaid when shipped with original order. 
Send check or money order. Satisfaction guaranteed. 


RUTWARD, INC. © 28 Bryant Road © Columbia Station, Ohio 











STOCKINGS 
for distinguished women 
GUARANTEED 


by Kendex up to 8 months against 
runs and snags. Prices start at 79¢ 
a pair. Kendex hosiery advertised 
in other leading magazines. Ask 
for free folders. 


KARL ASMUSS 
78-11 73rd Place 
Glendale 27, N. Y. 
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Medieal Terms in GREGG SIMPLIFIED 
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adrenal a 
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arthritis QA 


assimilation 
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pathogenesis 


pathological ss 
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penicillin 


percussion 
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TOT TOO MANY YEARS AGO ste- 
nographers were being hired for $5 
or $6 a week. Their hours were long and 
their equipment meager. It took a while 
for men to get used to working side by 
side with young women—in fact, many 
companies hired only male secretaries for 
many years. Today the secretary is almost 
as important as the boss himself: indeed, 
he cannot very well get along without 
her. 

It stands to reason that in order to bene- 
fit from this greatly improved position, the 
secretary must continue to grow in stat- 
ure on the job. She must be impeccably 
accurate. She must be alert constantly to 
assume more responsibility, more work, 
more duties. 

How does one begin to fit into that 
picture? By learning everything there is 
to know about the techniques of the job 
striving for greater proficiency in the use 
of English, spelling, punctuation, typing, 
shorthand, filing, and whatever other 
duties may fall to the lot of an efficient 
secretary. 

Reading the stories about secretaries in 
this magazine each month will alert you 
to the various duties assumed by secre- 
taries working in different kinds of offices. 
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“The reason | do not have a secretary.” 
the eminent author. Hendrik Van Loon, 
once told me. “is because I can’t find one 
who is impeccable in the use of the King’s 
English, much less one with a working 
knowledge of other languages. | need a 
secretary versatile in several languages. 
I have no patience with correcting silly 
mistakes. So I do the job myself.” And he 
demonstrated his skill on the typewriter 
by writing more than 50 words a minute 
with the use of only two fingers. 

This is something which shouldn't hap- 
pen in our modern business world because 
today’s secretary is constantly improving 
her knowledge and skills for just such 
professional opportunities. The National 
Secretaries Association, which is attract- 
ing more and more secretaries. is doing 
a most commendable job in providing 
facilities for the development of its mem- 
bers. 

It is interesting to read the letters we 
receive from successful people who once 
took (and passed) the tests offered here 
as a start to their own careers. 

Charles L. Swem, onetime stenographer 
to President Woodrow Wilson and subse- 
quently managing editor of The Gregg 
Writer. took the Competent Typist Test 
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CAREER 
| NOW 


once a year “to be sure.” he explained, 
“that | have not lost my ability to write 
100 words a minute.” 

Professor Helge Kokeritz of Yale also 
wrote the test for membership in the 
Order of Gregg Artists. The test for you 
to take this month is on page 44. 

Some business universities and colleges 
require that students pass the complete 
theory test in shorthand before they be- 
come eligible for their degrees. Millions 
of students all over the world have taken 
the same tests that are available to you 
through this department and have quali- 
fied for the awards that you may now earn. 
These awards give a feeling of pride, con- 
fidence, and security in the job. 

We have already received applications 
this month from secretaries, students, and 
teachers in such places as Ghana, West 
Africa, Barbados, Thailand, Peru, Italy, 
Japan, British Guiana, as well as from 
tens of thousands of students all over the 
United States, Canada, and Latin Amer- 


ica. 


ILLUSTRATED ARE SOME of the attractive 
certificates and pins that you may earn 
in shorthand speed, penmanship, and 
theory: transcription; filing: bookkeeping: 
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typing speed and accuracy. These should 
serve to spur you on to increase your sec- 
retarial skills and techniques to the high- 
est possible point for use in a successful 
and rewarding career. 

Follow the instructions when taking 


the tests from this magazine. Five of the 


tests are published each month: the Junior 


and Senior O A'‘T Membership, the Junior 
and Senior OGA Membership, and the 
Competent Typist Test. All of these tests 
may be practiced until the greatest pos- 
sible skill is developed on them. You will 
find that a little work each day will be 


OGA 
JUNLOR 


This material is “loaded” with 

easy joinings and with fluent blends 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns: you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OGA certificate or pin. 


OGA 

SENIOR 

This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 


write anybody-can-read-it 


Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant, and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OG A certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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most effective in building your abilities. 

If you are employed in an office and 
wish to qualify for awards in shorthand 
speed, transcription, filing. and book- 
keeping, write this department for infor- 
mation on obtaining the tests which are 
of particular interest to you. 

Executive secretaries have the oppor- 
tunity of presenting this program to 
younger members of the staff as encour- 
agement to use their stenographic skills 
more proficiently. 

Students in school should consult their 


teachers about the tests and awards. Near- 


? 
re J > C or - 
— 
« 2 

~ Wins ‘. 
. C 4 
oa’ , 2 ~ 

» 


~) 


ly 15,000 teachers have used this Tests 
and Awards Service to excellent advan- 
tage and found the iricentives invaluable 
in their classes. 

If you are a student, buckle down 
earnestly to the kind of study and practice 
that only you are capable of, so that you 
may earn the attractive certificates and 
pins that testify to your accomplishment. 
If you have one ol the new Achievement 
Record Albums. work to fill it. 

Start now to prepare for your career 
by taking the tests published here this 


month. 
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[Current Date] 


To: Robert Carroll; From: George P. Simon; Sub- 
ject: Company Christmas Card for 1958 

Attached is my choice for the inside of our com- 
pany Christmas card for 1958. I studied the other 
selections you sent me, but this one seems the best. 
I especially like the use of the word 
the end. How appropriate this year. 

As for the artwork for the front of the card, my 
free-lance artist friend, Jack Carter, promised to get 
it to me by this Friday. As soon as I get it, I’ll send 
it to you “special delivery!” By the way, red was 
the only color that Jack decided to use, so that 
should eliminate the extra expense involved with 
four-color work. In my opinion this design looks 
better than the one we had last year. 

I know we are bucking time, Bob, but I’m sure 
the Specialty Printers will be able to give us fast 
service. In the meantime, I am going to get Mary 
started on my card list. I think I hear her moaning 
already. G. P. S. Enclosure 


“space” near 


Words 











fe G 
ot 


A imbodied in the $pirit of Christmas are all the com- 
posite red&nce, beauty..and character that has 
~ 


¥, : 
ever known: Spann, pia nd) 
The splendor of the star "6 shing rays® 


illumif¥’ the higher road; 
‘the,faith of little children? we 





a“ 


Fs 
Lethe glowing warmth of friendship; 
The re eo giving; 


The spritual thrill of living for others; 


The secret peace tigMug! Good will 
x GO 


and 






The amagic of ki words an and gots: 


es power of ny Pat 
(th The challenge of the Gross, 


Projecting th a eopeet4 through all time 
and space would rebuild the world in harmony with the 
a ee of the Divine builder. 





Ql Fand so, A MERRY CHRISTMAS TO YOU AND BEST WISHES FOR 
sthe New Year. 








= 
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OAT 
JUNIOR 


Usi 


ng either plain paper or 


memo paper, arrange this memo 


attré 
Use 


kee 


Che 


(1) 


actively on a full sheet. 

the word count to 

p track of your production speed. 
ck your work for: 

good placement, (2) neatness 


(type clean and clear), 


(3) 
stri 
thre 


accuracy (no typographic errors or 
keovers), (4) uniform identation 
ymughout, and (5) correct punctuation 


and spelling. Leave a blank line 


between paragraphs, even in single- 


spaced material. 








rO GET YOUR AWARD 


Mail your work te the Gregg Awards 
Department (16th Fleer, 330 West 
12 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents tor 
each OGA, OAT, or 50-werd CT pin; 
75 cents for each higher-speed CT 
award. © Test applications received 
witheut fees are held thirty day- only. 
* Be sure your name and addres. ap- 
pear on your paper. * Any group of 
papers submitted should be accom 
nied by a typed list of names, de-ig- 
nating the award desired by cach 
candidate. * Each Competent Typist 
Test must be certified by the timer. 
The certification should read as tol- 
lows: “I hereby certify that I timed 
this test for exactly ten minutes and 
that it was written in accordance with 
the rules.” * October copy is good 
as membership tests for OAT, 1 
(page 46), and OGA awards until 
November 25, 1958. 





OAT 
SENIOR 


Use a full sheet of plain, white paper to 


type the Christmas verse alongside. 
Type carefully, and be sure to make all 


the 


Te 
you 
me 


we 


corrections indicated on the copy. 


qualify for the Senior Award, 
1must submit the Junior Test (the 
mo that appears above) as 

ll asa corrected copy 


of the rough-draft verse. 


Both tests may be retyped until 


you 
sul 


1 feel that the copies you are 
mitting represent your best work, 

















‘77 BER COMPETENT TYPIST rES 17 

o q o 4 : a 4 4 sé ~ 4 + 

To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 

speed, divide total by number of minutes; or, to get net speed, subtract 10 for each error before dividing by number of minutes. More than five errors 
disqualifies a Competent Typist Test for an award. 

(Th copy should be double spaced. ) Words Words 


Perhaps you have had the rather an- 
noying experience of lying in bed at 
night wide awake and unable to sleep. 
It might have been that it was much 
too warm to sleep or that there was 
something bothering you. In any event, 
you tossed and turned, trying to find 
a comfortable position. First you lay on 
your back but discovered that that was 
not right. Then you rearranged your 
pillow. Next you rolled over on your 
side with your arm tucked under the 
pillow. Still you were unable to relax 
completely. 

Finally realizing that all your efforts 
to sleep were futile, you decided to get 
out of bed and sit for a while. You sat 
in a comfortable chair by the window 
and looked out. There before your won- 
dering eyes lay the still, strange, and 
beautiful world of the night. 

The sidewalks were dark and quite 
empty. Only one or two people passed 
by, and you wondered where they could 
possibly be going at such an hour. May- 
be they worked at night and were on 
their way to their jobs, you thought. 
The heavy blackness was dotted with 
the intermittent flashing of neon signs. 
Red and yellow and blue and orange 
lights twinkled on and off, advertising 
furniture, shiny automobiles, or per- 
haps a new breakfast cereal. The soft, 
hazy lights looked like a colorful rain- 
bow lighting the darkened sky, and 
soon your eyes were filled with sleep. 

Somewhere you could hear the faint 
sound of someone whistling a lonely 
tune that was appropriate in the empti- 
ness outside your window. You were 
tired, but somehow you could not resist 
watching the world that appears when 
most people are sleeping. The tapping 


14 


290 
297 
305 
312 
320 


of a policeman’s night stick being run 
over an iron fence called your attention. 
He walked up one street and around 
the corner and finally back to the fence, 
tapping his stick again. Back and forth 
he walked and tapped the stick. You 
heard the roar of an automobile engine 
as the driver tried frantically to start it. 
He turned the key over and over again. 
Finally the stubborn engine responded, 
and the auto sped away. 

The night became even quieter. Not 
a sound could be heard. Slowly, slowly 
the neon signs stopped blinking until 
they were almost all out. The entire 
city was asleep, and you decided to 
join it. 

Once more you climbed into your 
bed, and this time you found a com- 
fortable position. How relaxed you felt 
after spying on the sleeping city. Quite 
easily and quickly you dropped off to 
a peaceful and sound sleep. 

It seemed like only minutes later 
that you felt the glaring light of the 
sunrise in your eyes. The clanking of 
milk bottles could be heard as the milk- 
man carried them out of his spotless 
truck to your doorstep and deposited 
them noisily. Already the children were 
laughing and talking downstairs, and 
you realized the city had begun to wake 
up. Alarm clocks clanged and stirred 
their owners from their sleep and urged 
them to work. Buses ran busily to and 
fro in the streets. The river was crowd- 
ed with little sailboats and ferries, and 
even the faraway mountain appeared 
to be wide awake. 

It was relaxing to remain in bed and 
listen to the awakening city. However, 
you knew that you too must rise. 


(Repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Roberta G. Pavlu 
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TRANSCRIBING 


SPEE D 


PRACTICE 





The material below is the same as the C.T. Test across the page, and it is providec 
put 


from shorthand. Compu 


so that you can test and compare your speeds of typing from print and 


e your rate on this word-counted material in the same way you do when typing the 





: Pa Oo” ec! Z v2 ile 
i ar ae 20 
Rog / (OF x 4 30 
wo pi er 2 + L. 40 


? qo eo. \ = 77 alt al 81 
des 2 oO ” C— Ft al — ~ 92 


[ mee ol 148 

-Y fy m oS wW>l Gaz 157 

e- re “~~ @w S tap ft” 166 

E_ Z Cah _~Q@er 195 
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eal aol te asad ra Ps 281 
wim go — - —— es 291 
Ze ? ae. ji a EY Docs 301 


a Fee 512 


wv Fé oe 
Costas: eg fam * . me 


Oo 2 MBit i sat 339 
(i Oa a ie A hl 


Amd 0? ae 


o Vv ee Ce F yo’ \ ? 370 


MC, OSF » 379 
Ja“? yp 6- va a “7 390 


402 
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2F pp GUE S 


g> © 410 

oO. —~.2 Af, _ 419 
Cw gk ae ~~ Ca 427 
St ae a - © 
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Keep an kve on You 


BY MARGARET OTTLEY 








SOME OF US ARE TOO PRONE TOWORRY | (2 pp 7, It’ too often happens 
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“— Lm SP oa wi Ze yo — 2 
Cr rn be G se ‘ wa “yy Le i. hee oy 
- aw uit ( 7 6 : | 7 Le a a a oe a ae 
a ies sa a —D ea | gia — , ae 2 nf iF ay 
ie = 407 ee - <a ae 
a ee My f a oe P 7 47 7 OO A a” 
a re le ae OP i ail Z a po PP ne 








—_ a a ~ oe? of | Pe =~. f= —z «7 
i oe ee ee a 3 Celio ae xt ee 
co 2 —€a- <7 _— D ge 2 Be la - 
tO thine ul 2 Ge we 2 ee ee 

ma 


a — ao 
wr” ma Z -. a 4 —°T__ Y ale Go 
al ev ._ a Z. 7 wm 6... Pade, 
_ iets alia — , i Pow a saa 

J “C0 — 

GC A noe 2 = 4 CO 





~~) 
q 
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ae (340) 


How fast can you read shorthand? You can probably speed through this page, which is based on Chapters One through Four of the Manual. 
This material is counted in groups of twenty “standard” words each, so that you can estimate your reading speed. 
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TRANSCRIPTION PROJECT 


Each of the following letters contains 15 errors. 
Not only are there errors in word usage and spelling 
but also errors in punctuation. Can you find them all? 


, 
V y 
s/f - Mr. rw) 
Lie © ” . 1 > + 2) ~ > | + . . 
We are lad to here that you are 
trancf ing 01 ho ffic +o New York 
a Lali ering Our nome OLLice LO NEW LOTK 
2 eg Lra P - ~nfsan h- v7 + e . o } 
U1TYe WE re contidaence that you are mak= 
» ao woe ae’ A q lc okine husiness mov 
ing a wise orward looking business move. 
Vv ie i , . . ft 
ew York Cit many advantages to offer 
aa FT — _ s «Al wr) 7 nnt+ cP ~+ 
A9 — 4 Adi 1T’¢ you wid tL 4iU U rerere 
makir mOVCe 
’ WW ” le \ + y + at _— » 
we i ¢ & Ss) naprT L L 1 i 
. _ 3 ~ we T ¢ 7 
s been recomended to you. It has all- 
3 been our policy to serve our costum- 
“rs i veryway that we can; nd you may 
. - i> no 
ure hall do the me for bs 
Th an ~ xy y NI ovr ale 107" * 
wil er y L arrive 1 NEW YOrK aurin 
4 ‘ Se ~ 4 AT . 7 i 7 Mer 
e lst we of Nov., please call me. My 
elerhone number MUrray Hill 7-8300, 
nm el a he = } 
EXT . +S bv) . oon ear TO us 
re can arranges O $i ransfer ir a= 
ccounts to ir Bank. 
— 
ora iallyv 5 0117" ; 
ree 
ear Harry: 
Vawunr Ane ANnie c informe y hat 
LUUL rinc 1PpLe iia inio?#y i 
you recently completed irivineg IUrs 
+ + atffanadA y 117° ahanl he - a 
L A’ 4 i A + yV 4 WU vy Ad Vi & 
anization.e 
bak Sa 
Vv fon um er > Yr ai 
fy J fer C 1 i eY 
+ y I mW,re + T c 77 Y 7 
ade a - * . - a “ws A ~ ss 4 


q : <r " - ~ ~ ~ } 

IPivin NT € Ou re € en . 

pa)! —- P ‘ > 5 ’ 7 
inere was never a time w car lii anda 


courtous arriving 
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_ ~ + en + Aan + urha 
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5 13 - + ~ + inele 
INe€. Vur recc O C l¢ 
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eC PO11In+t WY 
~UULUL - 
na Sr rAMre 
oilnec Te ly wv 5] 
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ee page 55 for answer 
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GLOSSARY AND VOCABULARY BUILDER 
THE NEW GIRL--page 40 


por sternness! 


( lefensivel; 
Jicw “we 
4) 


, 


ye 


. arascresem Swereme «6. BA 
1 CONSUMER REPORTS--page 50 
C burst 
Lt am 
O eight ® 
j 
a 
’ A+ 
“ A 
2 
F 
ipported 
ee, mit 
D9 assuredly 
— om” a 
estimor ] 
» , 7 
CC. yy. ob li 
, yr) me + ~r 
; compli ry 
¢ ee = 
l emermanrmee 17 . amens : 
ERNNESS \ Ciidl } A Cailii ’ Cahlh ¢€ ry 
bDarrenness 
| 2 prt WhiT ehl uw ° . »neale 
| ak a ¥ - + + ] ~~ ~yJ 
cautiou 
© sasemmiint . ' ’ 
RMISED (spelling): compromised, irprised 
4; — 
3ROCHL : I 


7 import TYMONTAT.© 


a writing 
value of a thing 


the 


| 

| rticle published i uch form 

| 

[>CONSTRICTED: cramped; bound (do not confuse 
| with constructed, which means built) 

| ° HEIGHT (spelling): eight, freight 

| 

| 

| 
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WHAT’S YOUR SEQ? 


(Continued from page 27) 





10. 


Do you perform little services for 
your employer, such as filling his 


pens, keeping ash trays clean, etc.? 


Total Points 


HANDLING THE MAIL 


to 


AA 


10. 


Do you see that important letters get 
into the mail and are not held over 
until the following day? 


Do an orderly routine for 
opening, sorting, and presenting in- 
coming mail to your executive? 


you have 


(re you careful not to destroy en- 
velopes of incoming letters for a day 
or two until you are sure that they 
will not be needed to determine re- 
turn addresses, checking for missing 
enclosures, etc.? 

Do you anticipate what information, 
quotations, verifications, etc., will be 
needed by your employer and submit 
it to him with the incoming letter? 


If your employer may need to refer 
an- 
swering a letter, do you attach it to 
the letter before putting it on his 


desk? 


Do you underline important parts of 
letters and make marginal notations 
that will aid your executive in dic- 
tating? 


to previous correspondence in 


When books and magazines are re- 
ceived, do you scan the table of con- 
tents and indicate the articles that are 
of particular interest to your em- 
ployer? 


Do you have mail schedules so that 
you know what time mail must be 
deposited to go in various directions 
by airplane and by train? 


Do you have a system for noting ma- 
terial that is expected to be received 
in another mailing, such as mail to 
be received “under separate cover ? 


Are you always careful to see that 
sufficient postage is used on outgoing 
mail? 


Total Points 


DISCHARGING 


COMMUNICATION RESPONSIBILITIES 


i) 


Do you almost always recognize 
voices of frequent callers on the tele- 
phone? 

Are you prompt in reporting telephone 
messages? 

Do you exercise tact and firmness in 
shielding your executive from un- 
wanted telephone calls? 


tober, 1958 





, ADDING TO YOUR “KNOW HOW” 





1. 
3 
20 
5. 
. 6. 
Points Your Score 
3 | 
3 
— — 9. 
10. 
9 
2 
l. 
3 2. 
>. 
_ 1. 
4 
— 
6 
a 
2 re 
2 
20 
9. 
Points Your Score 
2 
_ 10. 
2 
9 


When an executive telephones a per- 
son two or three times, do you enter 
the name and _ telephone 
number in a book or file for quick 
reference next time? 


person’s 


Does your telephone ring only once? 
Do you always have a scratch pad 
and pencil beside the telephone? 
Do you remember to repeat or attempt 
to get a number after the line has 
once been found busy? 


Do you get the name of telephone 
callers and office visitors correctly? 
Do you always keep promises about 
making return calls. 

If the message of a telegram is im- 
portant or contains technical informa- 
tion, do you send a letter of confirma- 
tion or a carbon copy of the telegram 
to the addressee for confirmation? 


Total Points 


Do you have a dictionary within 
reach and use it quickly when in 
doubt? 

Do you have a secretary’s handbook 
in your office? 

Do you have a book of synonyms or 
a thesaurus in your office? 

Do you subscribe to and read at least 
one monthly publication that contains 
articles for improving secretarial efh- 
ciency? 

Do you read trade journals or other 
publications that aid you in under- 
standing the business of your em- 
ployer? 

Do you add to your skill by compiling 
a list of unfamiliar words encountered 
in dictation for dictation study, spell- 
ing, and development of special short- 
hand forms? 


Instead of being satisfied with your 
office methods, are you constantly try- 
ing for new ways of improving, sim- 
plifying, and speeding up your work? 
Do you, during your spare moments, 
practice drills to improve your type- 
writing skills? 

Do you “keep up” with new develop- 
ments in office equipment and sup- 
plies, so that when asked you can 
recommend equipment that will save 
time and increase the efficiency of 
your employer and yourself? 

Do you belong to an organization for 
secretaries, such as Executives’ Secre- 
taries National Asso- 


or Secretaries 


ciation? 


Total Points 





20 


Points 


Your Score 





20 











from the first touch 
of the keys 


... you'll like 
OLYMPIA’S 
ease —speed— 


precision 2‘ : 


4, 


4 aa 


. . . because Olympia’s 
the world’s finest type- 
writer to do business 
with. Just ask the 
lucky gal who’s using 
one. She’ll tell you it’s 
equipped with every 
worthwhile feature for 
easier, faster, finer 
typing. Have your boss 
call nearest Olympia 
dealer for a trial 
demonstration! 
















WRITES BEST OF ALL 
BECAUSE IT’S BUILT BEST OF ALL 


Nationwide sales and service — 
through authorized Olympia dealers. 


OLYMPIA DIVISION 
inter-Continental Trading Corporation 
90 West Street » New York 6, New York 














PRINTER 


(Continued from page 22 





the booklet is to be printed. Here again, 
your printers advice will be invaluable. 
The correct selection will depend on how 
permanent a piece of literature your em- 
ployer wants, the purpose for which it is 
to be used, how it will be printed, what 


kind of 


how thev will be reproduced, what kind 


illustrations are included and 
of cover it will have. Your printer will 
have samples to show you and can often 
relieve you entirely of the problems of 
layout, page and word count, and othe1 
details—all second nature to him. 

As a rule, bond paper is used for most 
business pamphlets. brochures. and cata- 
logues. It comes in a variety of weights. 
colors. and finishes that lend themselves 
to different treatments. Paper made of 
wood has the shortest life and is typified 
by newsprint. The higher the cotton ot 
linen content in any paper, the longer life 
it will have—and., of course, the more ex 
pensive 1t Is. 

When vou have received an estimate of 
down to show 


the entire job—broken 


page and word count. art layout. kind 
and size of type. samples of stock and ap- 
proximate prices show it to vour em 
plover for his final decision. On a really 
important job. it is advisable to get esti- 
mates from several printers. 

The printer will give you a dummy of 


1 


the booklet and show you valleys ot the 


type before it goes into the final stages 
of printing. This is the time for great 
caution in proofreading! Check every- 


thing with a very critical eve and dont 
hesitate to ask questions before you give 
the final okay. (A double-check with the 
boss at this stage won't hurt. either.) 
Once the completed brochure is in youn 
hands. ready for distribution to the eage1 
public, you'll experience a thrill with the 
printed word that may never have struck 
vou before and a new appre iation of the 
marvels of modern communication. 
ANSWERS, INC. 
) 


(Continued from page 23 





ous. routine clerical jobs. On the other 
the ma- 
tech- 


hand. new jobs are created by 


chine. Programmers. coders. and 
nicians will be needed. This type of work 
is challenging. interesting, and much bet- 
ter paving than the routine jobs elimi- 
nated. Because of the computer, new 
reports and analyses will be available to 
management. People will be needed to 


work on these reports and statistics, pre- 


‘pare them, and evaluate them. 


Also, consider the shortage of white- 


collar workers in this country. Studies 








EWARE 


of buying any dictionary 
Said to be 
“just as good” as a 
MERRIAM-WEBSTER 


You buy a dictionary for one sound 
reason. You want to be right and to 
know that you're right. 


The one desk-size dictionary that 
fully and absolutely justifies such con- 
fidence is Webster’s New Collegiate, 
published by G. & C. Merriam Company. 
Nothing less than a genuine Merriam- 
Webster can be “just as good.” 





THE BEST costs you no more: 
$5 plain. $6 thumb-indexed. 


Only Webster’s New Collegiate, by 
Merriam, is based on the unabridged 
Webster’s New International Diction- 
ary, Second Edition — relied on as “the 
Supreme Authority” throughout the 
English-speaking world. 

Only Webster's New Collegiate, by 
Merriam, is produced by a company 
which has specialized entirely in dic- 
tionary publishing — for over 100 years. 

Only Webster’s New Collegiate, by 
Merriam, is kept up to date by a large, 
permanent staff of experts who are spe- 
cialists in dictionary making. 


And Webster’s New Collegiate, by 
Merriam, is required or recommended 
by nearly all colleges and universities 
throughout the country. 

When you visit your department, 
book, or stationery store, insist on buy- 
ing the best, Webster’s New Collegiate 
Dictionary—a genuine Merriam- 
Webster. Ask for it by name. 


G Mevuam-Websler 
REG. U. S. PAT. OFF. 
G. & C. MERRIAM CO., Springfield 2, Mass. 
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indicate that the shortage will be in 
existence for years to come. The chances 
of computers causing any widespread un- 


employment are slim, 


il. HOW WILL THE COMPUTER 
AFFECT ME AS A WORKING SECRE- 
TARY? In either of two ways, depending 
on the secretarial functions you perform. 
If your job involves duties such as dic- 
tation, correspondence, etc., exclusively. 
the computer will have little if any effect. 
On the other hand, if the gathering of 
information, special reports, ete., are in- 
cluded in your job, you will have in the 
computer a new and valued friend. The 
computer is the work horse of the office. 
All the tedious routine jobs involving 
posting, writing, and miscellaneous com- 
puting—the jobs that must be done but 
will all be 


accurately performed by our new elec- 


are not relished by anyone 


tronic wizard, eliminating much of the 
daily nerve-strain and eyestrain. 

Take, for example. the secretary to the 
personnel manager. Perhaps it is part of 
her job to post seniority lists, depart- 
mental evaluation charts, etc. How often 
do these chores interfere with important 
correspondence? Or. how many times are 
they interrupted by the insistent sound 
of that buzzer on the desk? Well. from 
now on, the computer will prepare all 
this information automatically in a mat 
ter of minutes. In other words. on time. 
This type of illustration may be easily 
duplicated in almost any department. 

It does. however. throw a responsl- 
bility on the secretary. It should be het 
objective to learn just what the machine 
should 


is doing. Then she investigate 


further and see how much more it is 
capable of accomplishing in her direc- 
tion. She should discuss the situation 
with her boss. reterring to specific data 
and reports. The more routine work she 
can shift over to the machine. the more 
time she will have for those important 


secretarial responsibilities. 


IV. HOW WILL COMPUTERS AF- 
FECT THE FUTURE? The same way 
the automobile affected the future. or the 
steam engine, or the telephone. Our par- 
fifty, 


hours a week in their youth. Today the 


ents worked sixtv, and seventy 


average work week is less than forty 


hours. As automation increases. work- 
time must proportionately decrease. This 
s not a matter of personal choice. but 
one of economic necessity. More leisure 
time for all of us is inevitable, more time 
the good things of life. And 


thanks to the computer, along with all 


lo enjoy 


other major advances of industry and sci- 
ence, this is coming to pass in the very 
near tuture. 
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* 25 CUSTOM * SAMPLE 
RESUME 


WEIGHT WALLETS 


Now, custom weight thinsies make your wallet 
photos twice as useful. You can carry more in 
your wallet. They attach to resumes better. For 
yourself, or as gifts to family, relatives and 
friends. Keep extras handy for unexpected needs. 


FROM 
ONE 
2 @}-) 3 





* PLASTIC 
IDENTITY PHOTO 


You receive free sample resume with instruc- 
tions for use of these photos when seeking new 
position. Also free, a plastic sealed identifica- 
tion photo after you fill in back. Today’s biggest 
bargain — $2.00 value, $1.00 plus 25c shipping, 


You'll love your wallets or money returned. 





$2.00 VALUE 


NAME 
plus 25c ADDRESS 
shipping | city 








APPLICATION PHOTOS, Dept. 21 
Box 271, Salem, Massachusetts 


| 
| We enclose portrait or photo (which will be returned un 
harmed) and $ 


FROM ONE 
POSE 


.for “ALL THREE". 


ZONE STATE 


Printed name and address assures faster service, 














makes 


NEAT 
ERASURES 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 





The Eraser Co., Inc. 
\ 1068 S. Clinton St., Syracuse 4, WN. Y. 








Filing 
Problems 
In Your 
Business ? 





Then get the new R-Kive File—lightweight, 
portable, with many uses in office 

and home. Either letter or legal size 

folders fit in this one file. Strong, 

corrugated fibre board with handy “tote” 

openings front, side and rear for 
easy handling. Read-at-a-glance index 

area. Attractive, fade-proof finish. 


RKive FALE 


2 ior 5250 


Postpaid 








Write For Additional Information 


BANKERS BOX CO., Dept. TS-10 


e 2607 North 25th Ave. Franklin Park, Ill. 
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why you should use 


Multikopy 
Durametric 
Carbon Papers 


* Exclusive Scale Edge prevents running over. 
It’s uncoated too to make earbon handling 
easier and cleaner. 


* Stays Flat in extreme temperatures. Each 
sheet is smooth and flat for uniform 
handling. 


* Weights and Finishes to fit your individual 
typing requirements. 


At stationers everywhere 
make it clear you want 
WEBSTER DURAMETRIC 


MULTIKOPY 


CARBON PAPERS 


Free Sample. Fill out the coupon and staple to your 


(make of typewriter) 
I usually make 


company letterhead. 
eee eH HH He 
| F.S. WEBSTER CO. 
| 17 Amherst Street, Cambridge, Massachusetts 
; Gentlemen: I’d love to try Webster’s Durametric 
Carbon Paper. Please send me a sample. 
ee Oe Tey, Sey 
; CS... ics deere 
MIN eo Soa rd 655.39 Sa val eialse 6a and Reais 4 OR 8 
ee eee with pica [ elite [ type. 
| 
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WORD 


TEASERS 


BY E. LILLIAN HUTCHINSON 


{s a secretary, you will encounter many place names. Some of 


these offer problems of spelling, of pronunciation, of abbrevia- 


tion, of location, and so on. Each of the following 15 statements 


is 


followed by 


consider correct 


four alternative answers. Select the one you 


for each sentence. Then turn to the key on 


page 55 and score yourself. 


10. 


° \ hich of 


rr] 12 or | 9. 10, 11 7 or Below 7 
Super 1 Cood I I Pi iT 

1 : i 77 

Which of these city names is misspelled’ 

(a) Sacramento (c) Tuscon 

(b) Chattanooga (d) Cheyenne 

Which of these city names is spelled correctly? 

(a) Schenectady (c) Pittsburg (Pennsylvania) 

(b) Ashville (d) Savanna 

Which ot these city names is followed by an incorres 

slate name? 

(a) San Francisco, California (c) Birmingham, Alabama 

(b) Seattle, Washington (d) Memphis, Mississippi 

Which of these city names is followed by a correct state 

name? 


(a) Pasadena, California 
(b) Ann 


(c) Joliet, Indiana 


trbor. Wisconsin (d) Baton Rouge. 


irkansas 


. Which of these cities is the capital of Illinois? 


(a) Chicago 
(b) Spring fieid 


(c) Evanston 


(d) Rockford 


Which one of these cities is not the capital of the state 


whose name follows? 
(a) Columbus, Ohio 


(b) Trenton, New Jersey 


(c) New York, New York 
(d) Raleigh, North Carolina 


Which of the following state names should not be 
viated? 


abbre- 


(a) Texas 
(b) Ohio 


(c) Oregon 
(d) Nevada 


Which of the following abbreviations of state names is 
incorrect7 
(a) Vt. 


; (c) Wyo. 
(b) No. Da. 


(d) Calif. 
the 


following Canadian cities is correctl) 
spelled? 

(a) Frederickton 
(b) Winipeg 


Which of the 


cities is correctly spelled? 


(c) Charlottetown 
(d) Vancoover 


following South and Central American 


(a) Rio de Janiero 
(b) Buenos Aires 


(c) Monteray 
(d) Valpariso 


. Which of the following cities outside the western world 


is correctly spel led? 
(a) Brusels, Belgium 
(b) Calcuta, India 


(c) Melbourn, Australia 
(d) Shanghai, China 


Which of these cities is the capital of Canada? 


(a) Ottawa 
(b) Quebec 


(c) Montreal 
(d) Toronto 


Which of the following cities is not located in the coun- 
try given. 

(a) Bombay, India 

(b) Sydney, New Zealand 


(c) Madrid, Spain 
(d) Milan, Italy 


. The island containing England, Scotland, and Wales is 


known as 


(a) the United Kingdom 
(b) Great Britain 


(c) the British Empire 
(d) the Commonwealth of Na- 
tions 


. Which of the following city names is not an American 


Indian word? 


(a) Pueblo 
(b) Yakima 


(c) Waikiki 
(d) Osage 
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SECRETARIAL 


bookshelf 





HOW TO PICK THE RIGHT CLIMATE. Richard 
M. Page, Ph.D. Martin Publishing Co.. 
Suite 602, 20 W. Jackson St., Chicago 4, Ill 


Iwo-color. soft cover. 0 pp. $l. 
Fects about weather ii: *re looking 
acts abou weathe fi: vou re looking 
for year-around comfort, thinking of 
moving to another locality. or if vour 


boss 18 selec tir 


iz anil nd 


ustrial or busi- 
ness location. Author applies research 
tec hnique s to mountains of detailed 
Weather Bureau figures. Result: vivid 
and valuable picture of climate in all 


parts of the nation. 


HOW TO BUY AND USE TYPEWRITER PAPER. 
Chemical Paper Mfg. Corp., Holyoke, Mass. 
Chart. No charge. 


y7 


Insiwe rs all que stions about i hic h Cer- 
tified Typewriter Pape r to use when. 
] sts 13 kinds oft paper. Uses are di- 
vided into letters. office forms, shop 
forms, and documents. Of valuable as- 


° } 
sistance in helping to cut paper costs. 


55th ANNIVERSARY CATALOG. The Heyer 
Corp., 1850 S. Kostner Ave., Chicago 23, III. 
2 })}). No ( har Se 


( elebrate s 55 years of duplic ator man- 
ufacturing. Illustrates company’s neu 
improvements and merchandise in spir- 
it. gelatin, and stencil equipment. Each 
process and product line in separate 
sections—including Art Supplies and 
Signs. Index page presents a brief eX- 


planation of each duplicating process. 


GLOSSARY OF AUTOMATION TERMS. Na- 
tional Office Management Association, 1931 
Old York Rd., Willow Grove, Pa. 38 pp. $2. 


1 prac tical reference guide for execu- 
tives and others interested in automa- 
tion data processing. Defines some 500 
words and phrases. Includes detailed 
examples and explanations. Prepared 
by NOMA’s Automation Committee. 


SCRIPTOGRAPHIC BOOKLETS. (lor em- 
ployee information racks and general dis- 
tribution.) Channing L. Bete Co., Ince., 
Greenfield, Mass. Two-color. 16 pp. 15 cents 
each, 


@ How to Understand People—Includ- 
ing Yourself. Uses the scriptographic 
technique of employing key words and 
integrated graphic s. Based on recent 
findings of soc ial scientists. Subjects: 
“who are you, anyway?” “your basic 
purposes,” “how your world changes,” 
and others. 


@ How Sick Are Your Dollars? By 
John L. Strohm. The ABC’s of inflation. 
Sums up the problem of inflation from 
the point of view of the wage earner. 
Presents the dangers of inflation to all 
groups and describes what government, 
industry, and the consumer can do 
about it. 
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(Key to project on page 49) 


ry. 
| easers LETTER 1 


. ‘ as ; > > rT -eare ; » 9 ¢ or. 

(Key to quiz on page 54) . Line 1 of lette r he ar; line 2—transfer 

ring: line 3—confident; line 4—comma after 

a wise, forward-looking (hyphened because 
Suggestion: To derive the most benefit 


a noun follows): line 8—know; line 9 
recommended, always: line 10—customers; 
line 1l—every way (2 words); line 14 
spell out first. spell out November; line 17 
the word easily should be before or after 
arrange (to easily transfer is a split in- 
finitive), ac-counts; line 18—bank. 


from this quiz, consult your dictionary for 
the correct information on any answers that 
you gave incorrectly. Also, where the incor- 
rect forms are given in the question, be sure 
you know what the correct ones are. 


l.c: 2. a: 3. d; 4. a; 5. b; 6. c; 7. b; 8. b: 
9. c: 10. b: 11. d; 12. a; 13. b: 14. b: 15. c. LETTER 2 

Line 1 of letter—principal (principle 
usually means a fundamental truth or law 


of conduct); line 3—or-ganization; line 5 


» PHO 3 2 ‘ . 
al Vy May; line 7—lessons: line 8 highway: 
‘N tT 
YY DW. \ * line 9—careful: line 10—courteous, was 
~~ 
: S oY a (driving needs a singular verb), necessary, 
Zz Y ew x than: line 12—no comma after students; 
g > line 13—no comma after course (this is a 


restrictive clause which is essential to the 
meaning of the sentence, hence no com- 
mas): line 15—fatal; line 16—assistance: 
line 17—take out most. 
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“T had no idea. .<that 
the Geha Comet is so 
clean, so easy to oper- 
ate—and the copy is 
beautiful.” 


=-—_--—. 
- ~ 


&”, 
/ 4 LOOK at these \ 
...at an amazingly LOW PRICE! [ ( Quality Features: 


Here is a compact, precision-built machine with bh 
so many quality features that it turns out the NY ~—_- — 
same crisp, clean copies as the more expensive : 
models. Yet, it’s so simple to operate —so clean ¢ push-button selective 
(because it uses paste inks). line inking 

The Geha will handle all your office forms 
and direct mail from post card size up to full 
legal size (printing area—814 x 13 inches) neat @ fast color change 
and fast for just a fraction of printing costs. 
And because of the Geha Comet’s sturdy con- 


e complete copy control 


e complete copy alignment 


struction, you'll get years of trouble-free per- © centered pressure control 
formance! Fully guaranteed. @ automatic counter 
-.. your authorized Tempo Geha Dealer, or © eutemnetic edlles selene 


MILO HARDING COMPANY 
Established 1904 
Manufacturer of the most complete line of stencil duplicating machines and supplies 
123 Tempo Building, Monterey Park, California 
Los Angeles e San Francisco e Pittsburgh e Washington, D.C. e Mexico, D. F. 
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WHAT are YOU LOOKING FOR IN 
BRIEF OR PROPOSAL 


COVERS 


SR, 


APPEARANCE @) 
ADAPTABILITY ; 
QUALITY ( 
LOW COST 

. «+ THEN SEE SMEAD’S 


NEW ARISTO-CRAFT 
BRIEF COVER LINE 





THE No. 470 LINE 


Only by ectually seeing them can you appreciate the 
beauti = new colors, toning and designing of these new 
Sme ~ vers The “feei of the material will tell you 
that here is a lasti quality surpassed by none 
Available in six colors, Tan, Brown, Green, Black. Blue 
nd ~rnely th back coating in matching colors. A pressure- 
sensiti label is furnished with each cover 
MATERIAL one-piece, non-w< 1 cover stock made 
new cotton rag fibres aeerennates with Latex and 
Py x¥lin coated. This processed leather finish Stamps, 
mt osses, Prints, or Silk Screens with excellent results 
CONSTRUCTION for sheet size 11” x 8%”. Embossed 
order and title ow el genuine brass, double-tang fas- 
teners and metal eyelet binding holes. Fastener spacing 


44%,” apart — 8%” outside ce 


nters 


iilable with acetate window in the W470 line, 


SEE YOUR STATIONER for the complete 


line of Smead covers to fit every need. 1s 


THE SMEAD MANUFACTURING CO. 


MINN. - LOGAN, OHIO 


HASTINGS, 








Where is it? VS. is! 


Here it 





LET Graffco SIGNALS ! (ar 


Wade Chemical CS Ir 


HELP YOU CARRY THE LOAD (0 Qu vice wen Poecing 


Signals for “Vertical” Records 





Every day goes smoother when you 
rely on Graffco Signals and Maptacks. —%# na = 


Always there alert and point oa =..20_m i 
: 28 28 55 = 
the way. tae 
right kind and color 


Nu-Viz Metal Signals 
And there is the 
for every possible need. See them all by 


for “Visible” Records 
j , : g/zt \" 
ee “» RS : ° : 2 = Ine 
: y e? , 7 = s = s - 
J J Jenne - 
Products. ,  ———_#«<, 





Say 


to remind. 








writing for free color folders on Graffco 


a 
Cellugraf Transparent Signals 
for “Visible” Records 





At your Office Supply 
Dealer... or 
GEORGE B. GRAFF 
COMPANY 
54 Washburn Avenue 
Cambridae 40, Mass. 
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Where to Buy ee 


Fashions shown in this issue may be found at the 


following stores: 


COVER: Indented chemise by R & K Originals. B. 
Altman. New York; A. Harris. Dallas; Marshall Field. ] 


Chicago: Jordan Marsh. Boston: Davison-Paxon. At- 





lanta: Roos Brothers. San Francisco. Or write R & K The most famous etiquette guide 

Originals. 1400 Broadway. New York 18. N.Y. of of time & @ Grend-new moter 
‘ edition. Illustrated, index. 

PAGE 29: Plaid wool by Junior Accent. Bloomingdale's. At aif Beckesane, 95.50 

New York: B. Altman. New York; Joseph Magnin Com- FUNK & WAGNALLS 

pany. San Francisco. 153 East 24th Street, N.Y. 10 














PAGES 30 and 31: 





A. Wool tweed by Junior Accent. Bloomingdale’s. New 
York: B. Altman. New York: H. & S. Pogue Company, 
Cincinnati: Marshall Field. Chicago: Titche-Goettinger, 
Dallas. 


B. Two-piece wool by Miss T. J. Abraham & Straus, 
Hempstead and Brooklyn. New York; Davison-Paxon. 
Atlanta: The Harvey Company, Nashville; The Hecht 
Company. Washington. D.C. 





Handy dauber whisks away dirt and 
lint in seconds — no spattering! 
Non-inflammable; slow-evaporating, 
hence economical. Look 
_for the attractive new 4 
4 orange-and-blue carton. |If} 
CLAR-O-TYPE makes 


NO CARBON-TETRACHLORIDE *Y°*™"'**" tYPe sparkle. ITI 












C and D. Wool dresses by Jonathan Logan. The Fair. 
Chicago: Davton Company. Minneapolis; Strawbridge 
& Clothier. Philadelphia. 





















Better Carbons 
for 


Better Copies 











Fe = 
Ove 50 Years The Secretary: 
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of Industry 
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KEE LOX MANUFACTURING COMPANY” —>_~ 
CARBON PAPERS AND INKED RIBBONS eg 


ROCHESTER 1,NEW YORK 


Sold through KEE-LOX branches and franchised independent stationers 
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NOW...in duplicating... 
THE BEST COSTS THE LEAST 


NEW Model 76A 


Mark A 


CONQUEROR 





PUSH-BUTTON ELECTRIC SPIRIT DUPLICATOR 


wit Improved Features 


AT LOWEST PRICES EVER 


1493 Authorized Dealers across the U. S. A. and 
Canada offer these amazing new Conqueror Dupli- 
cators ... now better than ever with these important 
operating improvements, the result of Heyer’s 55 
years of duplicator know-how: 













New Improved 
Feed Copy 
Table Counter 


Advanced design elimi- 
nates side rubbers and 
tricky adjustments. 


... direct drive—greater 
accuracy, top visibility, 
easy to re-set. 


Adjustable | = Feed 
Feed sl \er, Tension 
Wheels Control 





grip paper at outer edges, 


assures non-skip feeding— 
give positive performance. 


thin papers to post cards. 


Many other outstanding features such as Copy 
Positioner Control, Nylon Gears, Visible Fluid Sup- 
ply, Fluid Control (no pumps), and Automatic 
Start-Stop on electric Conquerors offer a combina- 
tion that’s unmatched. Don’t confuse them with 
photocopy machines—Conqueror Duplicators print 
110 clear, sharp copies per minute ...in 1 to 5 colors 
at once... of anything typed, drawn or written ona 
spirit master. . . at a fraction of a cent per copy! 


Model 70 —Hand Operated with all 


* 

features except electric drive........ $214 sO 

‘ . * 

aoe eee Start-Siop iillustrated)............ PQQ SO 
. 

and 14” cylinder stop selector..... $324 so 


Model 76B-Automatic Electric with 11” 
*Plus F.E.T. Prices slightly higher in Canada 














r The HEYER Corporation, 1864 S. Kostner Ave., Chicago 23, Ill. 1 
Without obligation, please: : 
i O Send Free Brochure on Heyer Mark I Conqueror Duplicators | 
© Arrange Free Demonstration 
: NAME 
COMPANY : 
: ADDRESS : 
L CITY ZONE STATE j 





UP TO HER NECK IN NEWS 


(Continued from page 19) 





time). | kept waiting for Ogden Reid to come in, but the 
first phone call that came through convinced me that 
this. indeed. was the man I'd come to see. 

“The call was from Bernard Baruch. The next call was 
from Paris. During our twenty-minute interview. five 
telephone calls came in that were too important to wait. 
Heaven knows how many others were screened out. Ive 
learned since that O. R. practically lives on the tele- 
phone. Well. between the calls and his trying to eat 
lunch at the same time. our whole conversation didn't 
add up to five of those twenty minutes. 

“Strangely enough. though. we said a great deal to 
each other in those snatches of talk. I knew that this was 
a man | could really work for because | liked him as a 
person and believed in the same basic ideas he did. We 
agreed on some very important things like—I don’t know 
how to put it. not exactly patriotism. but a feeling that 
we owe this country something for the privilege of being 
citizens. And that we ought to do something for this 
country. 

“Mr. Reid must have formed a quick conclusion about 
me. too. because suddenly | was working for the Tribune. 


lve been neck-deep in it ever since. 


WITH DEE IN OGDEN REID'S outer office work two other 
confidential secretaries. both as dedicated and highly 
motivated as she. Lenore Chamberlin is a Trib veteran; 
Kathryn Ritchie joined up two years ago. Thinking 
nothing of seniority or specialization. the trio simply dig 
into the work pile with no letup till they see the tops of 
their desks. 

“In this job.” Dee explains. “there can be no set num- 
ber of hours a day or days a week. Just work to be 
done. We have no room and no time for prima donnas 
here. There's no queen bee, just three drones.” 

Actually a certain loose division of labor exists 
according to preference and for the sake of order. Lenore 
is files-mistress, recordkeeper, clipper of a thousand 
news items for cataloguing and cross reference. Public- 
relations work gravitates to Kathy. Dee does most of the 
traveling. But nothing is really separate: here is a living 
example of the Three Musketeers’ motto: All for one 
and one for all. Mail procedure illustrates it 

Lenore opens up shop at eight o'clock. once-overs the 
mail, and attaches clippings or previous letters referred 
to. Kathy, in at ten, gets a comprehensive mail pile to 
sift. She eliminates, forwards. files. and hands the resi- 
due to Dee for further distillation. Dee may decide to 
ship a few more pieces to the business department or the 
executive editor or the chief editorial writer. She holds 
some for additional research, answers those she can 
handle without Mr. Reid’s attention, drafts his answers 
to others. Stripped to essentials, the mail he sees runs 
from 20 to 25 per cent of a day’s load. 

Dee points out, “We try to keep him as free of details 
as possible. It’s not easy because the work we take over 


must be up to his personal standards. For instance, it 
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took me some time to learn O. h.’s phrasing, and until | 
had it down pat, my letters weren't good enough for him 
to sign. Now, when he lets one of my efforts go through, 
I'm really proud!” 

All hands are on deck. of course, during major politi- 
cal campaigns, big news breaks, tense international situ- 
ations. and big Trib promotions. But even such regular 
doings as VIP luncheons call for'a triple play. Kathy is 
nominally in charge of these affairs. a Trib tradition for 
entertaining and mass-interviewing front-page people 
during their New York visits. She reserves the executive 
dining room. compiles guest lists of Trib staffers in 
whose domain the guest belongs. sends invitations, plans 
menus. decor, and seating arrangements. Richard Nixon, 
Billy Ambassador Menshikov. Ambassador 
Mehta of India. Mayor Willy Brandt of West Berlin, 


and Governor Herter have been recent guests of honor. 


Graham. 


In season. five VIP luncheons a week is not uncommon. 
Obviously. Kathy needs help. 
Unstintingly. she gets it. 
“Beyond necessity. we three are great friends.” Dee 
affirms. “I couldn't ask for two finer people to work 


with. And. of course. we're all devoted to Mr. Reid.” 
“\IORE NEWS IN LESS TIME” is the Trib’s slogan, and Dee 
lives it. Onee. on a train to Boston. she took her boss’ 
dictation on what turned out to be a 14-page address. 
She had it typed by the time the train reached the Hub. 
and he delivered it a half hour later before the Boston 
University School of Public Relations and Communica- 
tions. 

“| have pounded my portable in the strangest places.” 
Dee muses, “the most unusual being the main cabin of 
Q. R.s sailboat. That was when his boat was in the 
Annapolis-Newport ocean race. | went with him to the 
Maryland starting point—taking dictation all the way.” 

Dee’s business trip accompaniments are frequent. 
Most usual is the midnight train to Washington, D. C.. 
when Mr. Reid has appointments with government ofh- 
cials. and a trip back to New York the next afternoon. 

Her boss’ knack of appearing relaxed through the most 
critical situation does nothing to slacken Dee’s pace. 
She knows that he is on the job all day every day and 
that his business life and social life are inseparable. She 
also knows that no matter how tense the moment. Mr. 
Reid’s voice will remain so soft and low-pitched that an 
unaccustomed ear must strain to hear him. 

Rounding out the secretarial circle is the lovely and 
brilliant Mary Louise Reid. Sympathetic to the near- 
whirlwind pace of the office. she works closely with her 
husband’s three secretaries and takes over as much of his 
personal and social business as possible. 

Dee biased? “Well, not exactly,” she says. “No man is 
a hero to his secretary, but O. R. comes pretty close.” 

Long ago, Dee asked her boss what he'd have done if 
he'd lived in the era before telephones were invented. 
He cocked his head, gave his funny little grin, and 
said, “I'd probably be riding a fast horse!” 

Our conclusion is that Dee would be sidesaddling right 


behind him—notebook and pencil in hand. 
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is your longhand 
as lovely as 
your lipstick? 







Or does it smear and 
smudge and make you feel 
apologetic whenever some- 

body sees it? Just try writ- 
ing with an EAGLE MIRADO! 
This is one pencil that doesn’t 





wear down every other 
paragraph. MIRADO stays 
sharp and clean for pages! 
7 secretaries out of 10 say 
it's the smoothest pencil 
ever! So why just order 
‘pencils’? It’s so easy 
to say MIRADO! 


a 


‘SS 


tf vy, the poik re 
EAGLE 
MIRADO 


STAYS SHARP FOR PAGES! 





Mwy EAGLE “CHEMI* SEALED” MIRA 


EAGLE PENCIL COMPANY * NEW YORK * LONDON * TORONTO * MFXICO * SYDNEY * BOOOTA 
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are-colored ¢ 
self-adhering 
printed to your owr ze 


und color requirement 
by Woxon-Carboft 


bur Own printer. Write 





us for printing quota 


TING 3”x 5” INDEX CARDS 


Be aN ee ae ae 






Tamper-safe duplicate 
tally sheets and rolls 
save time and money ir 
your bookkeeping de 
partment. No more 
blind’ tally sheets 

a Carboff is visible as 
t's being made 


— 


write FOR FREE samete xit 


WAXON-CARBOFF, INC., DEPT. 5-10 
8 COMMERCIAL ST., ROCHESTER 14, N. Y. 
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AN INDOOR 
PICNIC 





; 


: St in \ 


THE NIGHT AFTER the morning before... . 


a% 


Faced with a kitchen stove and 10 guests 
for dinner, yesterday's invitations often 
come back to taunt us—especially after 
a tiring day at the office. The solution for 
the working girl’s “why'd | ever ask them” 


An INDOOR PICNIC. 


Here's a feast to tempt and fill the 


blues? 


hungriest guest. Most important: Its a 
natural for the career girl's nine-to-five 
schedule. No all-day-in-the-kitechen grind. 
Home at six: at seven. evervthing’s fixed. 

Start with a CHILI NOODLE BOW! 
that will have your guests clamoring for 
seconds—and only takes minutes to pre 
pare. Its the perfect filler for a cool au- 
tumn evening. 

Concerned about calories? Complement 
your main dish with delicious. mouth 
watering PINEAPPLE COLE SLAW. A 
fruit-vegetable blend that’s slenderizine 
as well as savory. 

For dessert? MOMS FRUIT LOAF. 
You can whip this up the night before—or 
still have time to bake it before the crowd 
arrives. Let the nuts and cherries run 
riot: your guests will run for more. 

\s a companion treat for the spicy 
chili dish. serve a chilled soft beverage. 
Just the right palate-pleaser. 

These are four easy steps to the ideal 
“hot-cold” menu for these unpredictable 
fall nights. Added attraction: no budget 
worries with the INDOOR PICNIC. It's 


a royal spread at the people's prices. 


CHILI NOODLE BOWL 


Chili is a universal favorite—especially 


the medium-spiced variety—and some of 
the best chili you can eat comes out of 
cans: so don t look further than the corner 
grocery shelf for your main dish. Just 
fit the number of tins to the number of 
tongues, add broad noodles and a sprin- 
kling of cheese, heat, and serve. 

t cans chili 

2 packages broad noodles 

l 


jar parmesan cheese 





When you take the guesswork 
out of your desk work, you'll be 
saving your time and the boss’s, 
too. Ready answers will make 
you more important to him... 
help you get that raise easier, 
quicker. 


Avoid memory lapse when 
you're asked a detail question 
.. organize your memory with 
an Ever Ready desk calendar 
... it’s another office worker 
that is not after your job . 
always ready with the right 
answers to make your own job 
worth more to you and your 
boss. 


Consult your local Stationery 
Dealer about your Ever Ready 
calendar needs. 


... now cellophane packaged 
for easy selection 








EVER READY 
y CALENDAR 
ANUFACTURING CO. 
150 Bay Street 


‘Jersey City, New Jersey 


Me 






Set, 
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to a desk! 


speeds efficiency—ups morale 


BOSTON CHAMPION 


PORTABLE PENCIL SHARPENER 
now in decorative green, blue, sand-tone, and 
aray colors 


e sharpen pencils at desk—fast—no 
more sharpener searches 

@ saves much more in time and effici- 
ency than actual cost in brief period 

e@ a low-cost quality 
desk 


item that helps 
workers feel more important 


Send for free comprehensive report on sharp- 
eners, Booklet 


Cc. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 





AN INDOOR PICNIC 


(Continued from preceding page) 








EW J ROUND CORNERED 
= AND EMBOSSED 


riendship 
Photos 


25-54 


50 for $2... from one pose 
plus 25¢ shipping . 
including special bonus 
of Starlite Case 
and Frame 








Friendship Photo's excitingly new and different 
Shadowbox Prints with deep-sunk embossing and 
softly rounded corners add subtle glamour to that 
treasured snapshot. Prints are wallet-size... 244" x 
3%". Satisfaction guaranteed. Order today. 
7 FREE 
Starlite Case and 
‘ Frame with each $2 
order. Use as beautiful 
double frame or utility 
‘ case 
50 for $2 from one pose 
oe ee ee ee ee oe 
Friendship Photos, Dept. F-10, Quincy 69, Mass. 
Please send me 
25 “Shadowbox” Friendship Photos ... from one 
pose... $1.25 enclosed 
50 “Shadowbox” Friendship Photos .. . from one 
pose $2.25. | am to receive bonus of Starlite Case 
and Frame at no extra charge with my order of 50. 
1 enclose photo, snapshot or negative which you will 
return unharmed. My money back, airmail, if I'm not 
completely satisfied 


Name. 








= eee ee ee ee (Please Print) — = = = om oe 
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Cook broad noodles according to instruc- 
tions on box. Put chili in saucepan and 
heat until separated into a smooth pour- 
ing consistency (about three minutes). 
Drain noodles and put into casserole dish. 
Pour chili over noodles and mix thorough- 
ly. Add a layer of cheese and pop into 
oven until there is a good top crust (per- 
haps ten minutes). Serve steaming hot. 
Serves 10. 


MOM’S FRUIT LOAF 
34 cup chopped walnuts 
1 cup cut-up pitted dates 
1 cup cut-up candied cherries 
114 teaspoons baking soda 
14 teaspoon salt 
3 tablespoons salad oil 
34 cup boiling water 
2 eggs 
1 teaspoon vanilla 
l cup sugar 
1'4 cups sifted all-purpose flour 
1 cup heavy cream, whipped, or 
2 3-ounce packages of cream cheese 


Mix nuts, dates, 14 cup of the cherries. 
baking soda, and salt together in a large 
bowl. Add salad oil and boiling water. 
Let stand twenty minutes. Heat oven to 
350 degrees. Beat eggs slightly. Add va- 
nilla. Pour into date mixture. Add sugar 
and flour. Beat just to blend well. Grease 
a 9"x5”x3” loaf pan and line it on the 
bottom and sides with waxed paper. Pour 
batter into pan and bake at 350 degrees 
for.one hour or until done. Remove from 
oven to cake rack and cool in pan ten 
minutes. Remove loaf from pan. Peel off 
waxed paper and let loaf cool before 
frosting. 
To frost: Spread with whipped cream 

little 


cream. Sprinkle top and sides with re- 


or cream cheese softened with a 


maining 4 cup of cut-up cherries, if 


desired. 


PINEAPPLE COLE SLAW 
1 head of cabbage, shredded 
2 carrots (curls or thin strips) 
1 medium can crushed pineapple 
2 cups mayonnaise 
1, cup french dressing 
l cup chopped celery 
| tablespoon salt 
Dash of finely ground pepper 


Cut cabbage into fine strips and add to 
chopped celery and carrots. Then mix 
together the mayonnaise, french dressing, 
and seasonings—blend well. Add dressing 
to the cabbage mix and blend these to- 
gether . . . then lace in the crushed pine- 
apple. Put into salad bowl and _ then 
garnish with olive slices or pineapple 
slices or chunks. 


Recipe 
for success 


e Secretarial Skills 
e AW.Faber 


e Smart Appearance 








teach you 
grace, grooming, short- 
hand or typewriting— 
but an A.W.FABER 
ERASERSTIK can help 
you turn out beautiful 


We can’t 








a 





letters that will win 
your Boss’s praise, ac- 
companied by promo- 
tions and pay increases. 


With this pencil- 
shaped, white-polished 
beauty you erase with- 
out a trace. Whoosh- 
mistakes disappear as 
you remove a single 
letter without blurring 
surrounding letters. j} 
Pick up a few at your 
Stationers today, 


a gee © 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 
you your choice 
with 


Point it any 


hand 


mechanical or 
sharpener. 


With brush 20¢ Without brush 10¢ 
7099 and 7099B gray all-utility 
ERASERSTIK for pencil, ink or 
typewriting. 

7066 and 7066B for those who 
prefer a soft, red typewriter eraser. 
A. W. Faber-Castell Pencil Co. 





V.S.A.7066 
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AW.FaBer 6&RASER 
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NU-KOTE = 
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At last! a typewriter carbon with built-in 


ENDURANCE INSURANCE 


NU-KOTE—first plastic-base typewriter carbon ever—outlasts ordi- 
nary carbons 3 to 1! Cleanest copies ever. Yes, NU-KOTE copies 
stay clean, keep your hands clean. Comes in one weight and finish. 
Sharp, clear copies first to last. For any typewriter, for just about 
any copy job. Try it! Available only through your local dealer. 


OO . 
apnea en eae ES SSE 


FREE SAMPLE! 


For a free sample of NU-KOTE, just mail this coupon attached to 
your company letterhead. 


Burroughs Corporation, Burroughs Division TS-00 
Dealer Sales Dept., Detroit 32, Michigan 


Name 





Firm 
Address 
Buy where you 


see this sign City _Zone_____ State 
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WORLD OF FACTS 


(Continued from page 28) 





issues a book listing every U. S. Post 
Office with population figures. 

If you need to find information per 
taining to the business world, there are 
many trade publications issued by almost 
every industry you can think of—and 
many you cant! Your library has a list of 
the National Associations of the United 
States, which will give vou the trade or 
eanization names. addresses, and officers 

Among the publications you will find: 

The National Housewares Director) 
listing 6.000 manufacturers, 1.500 groups 
of products, 14.000 trade names. Pub 
lished by Associated Pot & Kettle Clubs 
of America, it costs $10. 

Directory of Business, Vocational, and 
Diversion Magazines, at $1.90 a copy. 
issued by Commercial Engraving Publish- 
ing Co., 34 North Ritter Ave. Indianap 
olis. They also publish lists of home on 
hobby business magazines by subject. sell- 
ing for 35 cents. 

VacRae’s Blue Book Annual is $15 and 
alphabetically lists names and addresses 
of important manufacturers, producers. 
wholesalers, with classified lists of prod 
ucts. Your library will have this. or pet 
haps Thomas Register of American Man- 
ufacturers, which uses the same format. 

If your employer is interested in obtain- 
ing mailing lists, you should send 10 cents 
to the U. S. Department of Commerce 
and ask for their Directory of Mailing List 
Houses, which gives the names of firms 


engaged in the preparation of such lists. 


THE U.S. CHAMBER OF COMMERCE in Wash- 
ington, D. C., is a good source for informa- 
tion on business, as are the local Cham- 
bers or those in cities in which you are 
especially interested. A brief letter stat- 
ing your problem with specific questions 
should bring the information you need. 

Other good places to go for aid are the 
Extension Department of your local uni- 
versity or college, the Veteran’s Center. 
the local Y, or the Better Business Bureau. 

And going back to the library, if you 
are trying to find an authority on a spe- 
cific subject, ask to see Who Knows—and 
What, published by A. N. Marquis Co., 
which edits the Who's Who books. 

The Superintendent of Documents in 
Washington, D. C., also will send you a 
copy of American Business Directories, 
which costs 65 cents and is a good office 
reference. 

And don’t forget such business publi- 
cations as Business Week, Wall Street 
Journal, Journal of Commerce, Fortune, 
Changing Times, Dun’s Review & Mod- 
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Industry, Financial World. You will 
find the Reader's Service Departments of 
these magazines most co-operative in 
checking for specific articles. 

Most of the references we have been 
talking about are not the kind of material 
you would expect to keep on tap in your 
own office, but there are certain tools you 
should have at your finger tips. 

\ good source of general information is 
one of the almanacs issued annually. 
Those by the New York World Telegram 
& Sun and the Journal American are both 
excellent and sell for $1.25. They contain 
1 complete digested review of all the ma- 
or news of the world for the preceding 
vear, up-to-date maps. facts and figures 
on current and historic affairs. 

For word trouble, we all know the 
dictionary will set us straight on spelling, 
syllabification, and pronunciation. It also 
has good sections on English grammar, 
lists of colleges and universities, forms of 
iddress, weights. and measures, signs and 
symbols, biographical and geographical 
listings, and other special sections. Not 
every dictionary will have all these sec- 
tions, but leaf through your copy and you 
may be surprised at all the miscellaneous 
data it offers. 

And don’t overlook the wide range of 
foreign language dictionaries which you 
may find most helpful if your employer 
has any overseas dealings. 

\ good complement to a dictionary—a 
thesaurus—is also a handy reference 
when you're stuck for a synonym or de- 
scriptive word. Roget's is a necessary ad- 
junct to any reference library. 

Also in the literary line are Bartlett's 
Familiar Quotations and another handy 
hook ealled 10,000 Jokes, Toasts, and 
Stories. Both will be invaluable to your 
boss when he is in the throes of a speech. 

One of the beauties of our modern 
world of books is that most of these stand- 
ard references are published in paperback 
editions, though often abridged, which 
means for a small investment you can 
have a shelf of these valuable aids at your 
own finger tips, if the office setup is such 
that you cannot expect all of your requests 
for the more expensive editions granted. 

Take stock of what is available in your 
own office, and begin to build your own 
reference library now. You'll find it will 
make your work much more interesting— 
and will often save the day in an emer- 
gency. 
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EMPLOYMENT AGENCY DIRECTORY 

















[a] Are you looking for a new job? On this page, every 
7 month, you'll find listed reputable employment 
> agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 
CHICAGO NEW ENGLAND 
BIRCH f Furnishing | THE WILSON AGENCY 
Qualified Secretaries to the One of New England’s finest! Fully co-ordinated. 
- . Excellent staff with superior facilities to get 
* High-Paying Chicago the job done promptly. Your résumé will re- 
Market On An ceive immediate and continuing attention until 
SECRETARIAL Employer Pay Fee Basis you are happy once again. 
PLACEMENT 59 E. Madison * Suite 1418 GENERAL OFFICES: $4, Church Street 
SPECIALISTS \ CEntral 6-5670 J BRANCHES: Middietown, New Britain, Springfield 














HOUSTON 





501 Melrose Bidg. Be Only 
ess ell 


EMPLOYMENT COUNSELORS 
CA 4-6331 Houston, Texas 
SINCE 1924 
Courtesy to all is our policy. Our counselors 
are trained placement specialists ... and 


YOU are our special interest 





SAN FRANCISCO 














IN HOUSTON IT’S 
QUINBY EMPLOYMENT SERVICE 


For Secretarial and Related Positions 
‘‘Houston’s Oldest—Under One Owner”’ 
406 Bankers Mortgage Bidg., Houston 2, Texas 











330 W. 42 STREET 


Career-wise Job Seekers Go To WESTERN 


CALIFORNIA'S LARGEST FEE AND NO FEE AGENCY ; ye | 

995 Market St., Sen Francisco — mate 
W DOugles 2.5486 ht 4 - 
estern a TB 
Yr | 
EMPLOYERS SERVICE | 


Want information about employment agencies in 
other cities? We'll be glad to furnish, on request, 
names of reputable agencies in cities not listed 
here. Send a stamped, self-addressed envelope 


with your request. 
TODAY’S SECRETARY 
NEW YORK 36, N. Y. 








For Successful Secretaries 
—and those “‘on the way up” 


Easier, faster ways to handle every- 
day secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 
and the better job you want. 


| 
EI Here is the most complete guide 
= for secretaries ever written! Gives 
z you 1-2-3 answers on every con 
3 } 
| ceivable office questior Helps you 
; develop your judgment and self-re 
} 


liance in handling independently 
any job assigned to you 


Complete 
Secretary's Handbook | 


by Lillian Doris and Besse May Miller 





AUN LAM IAS 


Examine 10 days free! See for yourself how this Handbook 
can help you win greater confidence from your employer 
greater prestige from your associates, put you in line for 
promotion and bigger pay. Check up on helpful points like 
these: 


How to set up a ‘‘foolproot’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write letters without dictation 
to attend to social obligations 
How to keep track of empioyer's es ey affairs 
How to maintain friendly client relation 
How to select your office wardrobe 
pn BS to Pac Me your iob and yourself with 
polis 
@ How to avoid neediess overtime work 


Prove to your own satisfaction that this is ‘‘the most use- 


ful book a successful secretary can own’'! Send coupon 
below to get your copy for 10 days’ free trial. 


**‘SECRETARY'S DESK GUIDE TO PUNC- 
R Gl TUATION AND SPELLING WORD DIVI- 
SION AND HYPHENATION,’’ yours as a 
gift when you mail coupon below. 
ee 


PRENTICE-HALL, INC., Dept. 5886-MI 

Engiewood Cliffs, New Jersey | 
Send me the ‘‘Complete Secretary's Handbook’’ for 
Free Examination. After 10 days I will either remit 
$4.95 plus a few cents for postage and packing. or 
return the book and owe nothing. I am also to re- 
ceive——FREE—a copy of ‘‘Secretary’s Desk Guide to 
Punctuation and Spelling, Word Division and Hyphen- 
ation.’’ 





| Save Mane Beutel oe 





Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 


r—— MAIL COUPON TODAY-~—~ 
RITE-LINE CORP. 
4209 39th St.,N.W., Washington 16, D. C. 


| Please send me a free copy of your Folder. 








| 
| 
| Name | 
| 
| 





| Address 
| cny_______2one__stote = J 
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Whither the Secretary? 

On our travels around town, we are con- 
stantly meeting strangers. And in the 
usual course of subsequent conversations. 
the talk turns to a discussion of who does 
what. where. 

Naturally. we start chatting about 


TODAYS SECRETARY. and our enthu- 


siasm evokes such comments as “Interest- 
ing.” “Must be fun.” “Sounds like a good 


magazine.” Then. more often than not, 
we are asked, “Do you know where I can 
find a good secretary?” 

Now, this question often comes from 
people who are sec retary-less and desper- 
ately searching for help. That's under- 
standable. But we've heard it, too. from 
men who have secretaries who just arent 
good enough. Some of the tales they tell 
are disturbing—and definitely unfavor- 
able to the secretarial profession or at 
least one part of it. 

We vividly recall one gentleman who 
complained that ona stormy day -one on 
which the company could have sent em- 
ployees home early and didn’t—his sec- 
retary joined a group of her cohorts and 
spent nearly an hour complaining about 
“how unfair it all was.” “I finally told 
her to get back to her desk,” this dis- 
gruntled boss said, “and she spent the rest 
of the afternoon banging on her type- 
writer and glaring at me.” 

(nother man stated that just about 
every letter his secretary turned out had 
to be done over at least once, sometimes 
more often. “She can type all right, but 
she’s careless. There'll be misspelled 
words, messy erasures, and something | 
cant stand—fingerprints on the paper. 
There are times when I'm tempted to type 
up the letters myself.” 

We could go on and on about the com- 


plaints. They cover everything from lack 
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of interest to plain incompetence. What 
worries us is the frequency of them. Just 
where is the secretary going in this day 
and age? 

Don't get us wrong. We know lots of 
wonderful secretaries girls who do credit 
to their profession. But judging by what 
weve heard, there is another group 
composed of not-so-goods and just-plain- 
awfuls. It’s their poor attitude and their 
poor work that are doing a great injustice 
to all the good secretaries. When an em- 
ployer gets a lemon, then follows her with 
another of the same type. he begins to 
think that no secretary is much good—at 
least not the present-day variety. Soon 
he’s wondering why he can't get along 
without one. 

Eventually, an entire company can start 
thinking that way. Why not one or two 
really top-notch secretaries and a host of 
push-button equipment? One New York 
agency has already cut its secretarial staff 
by nearly 60 per cent, substituting dictat- 
ing equipment and a typing pool for the 
former Girl Fridays. Why? “Because we 
can t find girls of the necessary secretarial 
caliber.” 

We love modern office equipment, and 
we love the secretary, too. And no matter 
how fabulous the equipment, we think 
that the secretary is an indispensable part 
of any office. But something has to be done 
to convince the unhappy bosses of the 
fact—and it can be accomplished only by 
the secretary herself. If she’s interested in 
what she’s doing, if she gives of her time, 
her intelligence, her efforts, if she follows 
that old axiom “A day's work for a day's 
pay, if she takes honest pride in being 
a good secretary, then the problem will 
he solved. If she doesn’t . . . well, dodo 
birds became extinct. So, in time, can the 


genus secretary. 





CPS News 

Loud huzzahs for the 239 secretaries 
who passed the recently held Certified 
Professional Secretary examination. 
Grand total of CPS‘ers is now 1.466. 

Sponsored by the National Secretaries 
Association, CPS is aimed at giving sec 
retarial work professional status. It also 
provides management with a means of 
identifying top-level secretarial person 
nel. The employer who hires a secretary 
with the CPS rating has advance assur 
ance that she is experienced, thoroughly 
tested, and reliable. 

Dates of the next exam are May 1 and 
2. 1959. Note well: deadline for sending 
in apple ations to take the test is Decem- 
ber 1, 1958 (not really so far off). Appli 
cations may be obtained from the Institute 
for Certifying Secretaries at NSA head- 
quarters, 222 West 1] Street, Kansas City 
3. Missouri. 


The Typewriter—A Teacher? 
Subliminal learning and 60-wam typing 
speeds were the results of the University 
of North Carolina’s experiment with 
eight- and nine-year-olds. 
Proving the typewriter a tool of liter- 
acy, the children easily absorbed the 
grammar and reading comprehension 


taught along with the typing. 


Europe Bound 
The very thought of a trip abroad is ex- 
citing: the reality is even more so. There 


are new places to see, new dishes to 


‘sample, fabulous things to buy. But much 


of the fun of the trip lies in meeting peo- 
ple and making friends. It's comparatively 
simple to meet Americans in Europe 
the very fact that they're in a strange land 
tends to draw USA‘ers together. But it’s 
not always so easy to meet Europeans. 
After all, you can’t just walk up to some- 
one on the street, introduce yourself, and 
expect to win friends and influence peo- 
ple, particularly when you might not 
speak the same language. Yet Europeans 
are just as interested in talking to Amer- 
icans as we are in talking to them. 
Traveling secretaries—whether alone 
or in groups—are no exception. And Scan- 
dinavian Airlines has rushed to their aid 
with a special Secretaries Tour. Not only 
will they plan the trip—and it can be 
done at rock bottom cost, we might add 
-but they will also make arrangements 
for American secretaries to meet their 
counterparts in such cities as Stockholm, 
Copenhagen, London, Paris, and Rome. 
They can exchange news and views, com- 
pare offices and bosses, develop fast 
friendships. And all the while, they ll be 
helping to further international relations. 
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The Manufacturers of famous &RASERSZIK 





now proudly introduce 


A.W.FABER 





me ew eS 


He new mogern 
Ball Pen tor Shorthand 


Again A.W.FaBER makes history in the Secretarial field 
' with its all-new STENOSTIK Ball Pen — especially designed 
for you, the career Secretary. 

Your Boss will like SreENoStTIk. The clerks will make 
eyes at it and bookkeepers will try to swipe it. But hang on 
to it, because it is a professional tool that belongs right 
alongside your ERASERSTIK and your TOUCHUPSTIK. 


STENOSTIK is as superior to ordinary ball pens as a 
Thunderbird is to a Model T. Its long, tapered finger grip 
lets you take notes by the hour without finger fatigue. It’s 
light as a pencil, thin as a reed, starts quickly and flows freely. 
Equipped with a popular writing point, it is skip-free 
and clot-free. 

And, ladies, your Boss (or your P. A.) will love this 

feature — STENOSTIK is equipped with a ful! pen length 
cartridge of dark blue ink, which means that it not only will 
outwear by far any ordinary ball pen, but that it will 

outlast 7 — yes 7 — lead pencils. 








A.W.FABER-CASTELL Pencil Co., 
41-47 Dickerson Street 


Newark 3, N. J. 


Enclosed ($ ). Please send me postpaid ( ) boxes 
containing 3 each STENOSTIK Ball Pens 


Name 
Address 


Firm 








The Saga of Rosie— 


(or how Mr. ESTERBROOK saved a damsel in distress) 


Rosie was a toiler. 

No virtues did she lack, 
But when she took dictation 
She could not read it back. 


Made the Boss very hard to manage 








“The secret of good steno,” 
She said with knowing look, 


“Ts always using pen and ink 


and always Esterbrook.” 


(Esterbrook is the only pen with the replaceable Gregg-approved poin 


- 


You. too 
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Now the girl who sat beside her 
Noticed Rosie’s plight 
She took her to the corner store, 


And there she set her right. 


“Ty 4 SAO 














Rosie’s now the boss’s favorite, 

And she’s winning lots of praise. 
But it’s faithful friend and Esterbrook 
Who really won her raise. 


can fake evasv-to-re ad-h I k notes u ith Este rbrook 


P. S. If, by chance, she breaks a point, Rosie never gets incensed 
, y ’ p £ 9 


She knows an exact 


With 


one jor 







replacement can be had for 60°. 


32 different Esterbrook points to choose from, there’s * 

every handwriting and every use. 
6sterbrook aw fl lv Grege- 

" 1e only Gregg 


approved pen with replaceable points. Just $2.95 











